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Welcome to CreaTV San Jose! 
 
Our mission is to provide San Jose residents, schools, businesses and non-profits with 
production services, media training, access to media tools, and transmission of locally 
produced non-commercial content on the public and educational cable channels we 
manage.  
 
Channel 15 – Public Access: Non-commercial, protected speech is submitted by San Jose 
residents, organizations and business. 
 
Channels 27 & 28 – Educational Access: Currently, these channels are being 
programmed by a Community College consortium.  In the future, CreaTV San Jose will 
be working with these as well as other educational partners to air content for students. 
 
Our organization strives to ensure that the channels we manage reflect the demographics 
and diverse viewpoints of the City we serve.  
 
Establishment of Rules and Procedures 
Section 7A of the November 17, 2006 cable franchise agreement between the City of San 
Jose and Comcast Cable provides PEG access equipment and channels for community 
use. Sections 1E of the January 29, 2008 contract between the City of San Jose and 
CreaTV San Jose state that CreaTV will develop policies and procedures for use and 
operation of the PE access equipment, facilities, and channels that are consistent with 
best practices in the community media field.  
 
Amendments of the Policies And Procedures 
The CreaTV San Jose Rules and Procedures may be amended at any meeting of the 
Board of Directors where a quorum is present. 
 
Code of Conduct at CreaTV San Jose 
At CreaTV San Jose, we attempt to create an environment of cooperation, creativity, and 
community. In order to maintain this environment so everyone involved can have a 
positive experience while at our facility, it's important that everyone - staff, producers, 
volunteers, and guests - understand and follow the Code of Conduct.  
 
 

• Please treat everyone with respect and consideration. Be mindful that we're all 
sharing a community space.  

 
• Follow the staff's instructions in use and handling of CreaTV San Jose 

equipment and facilities at all times.  
 

• The following activities are not allowed on CreaTV San Jose premises, and 
violation of the following may result in suspension of access privileges: 

 
o Physically or verbally threatening or harassing any person in any way.  



 4 

o Using sexually explicit language, obscene gestures or racial, religious 
or ethnic slurs that are likely to upset or disturb the peace of staff, 
clients, volunteers or visitors.  

o Engaging in sexual behavior.  
o Nudity.  
o Defacing, damaging, or destroying property.  
o Possession, use, or sale of illegal drugs, weapons or contraband.  
o Possession or consumption of alcohol in any public or common area of 

the building without prior authorization. Alcohol may be consumed at 
events with prior authorization.  

o Being "under the influence" of alcohol or other substances, taken prior 
to arrival at CreaTV San Jose.  

o Soliciting, for any purpose, including asking for money, contributions 
or donations unless such activity has been approved by CreaTV San 
Jose. 

o Assembling for the purpose of disturbing the public peace.  
o Committing any unlawful act.  
o Fighting, disrupting other activities, or in any other way creating a 

disturbance which is disruptive or dangerous to others or the business 
activities of CreaTV San Jose during any on-site or off-site CreaTV 
San Jose activity or meeting.  

o Video or audio recording, or photographing, of any individuals by 
producers, guests, or visitors on CreaTV San Jose premises, including 
staff or members of the public, without prior consent.  

o Smoking inside of the building. 
 

The code of conduct must be observed at all times, including during production use to the 
studios. If the content of your studio program would violate the code of conduct, then that 
content must be produced off-site.  
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MEMBERSHIP   
 
CreaTV invites San Jose residents, businesses and non-profits to become members of the 
organization. Annual membership benefits include access to training workshops and our 
production equipment. 
 
Membership opportunities are as follows:  
 

  
BASIC MEMBERSHIPS BASIC PERKS 

Individual $50 

Senior (65+) $40 

Youth (under 24) $25 

Family (up to four) $100 
 

Discount on media classes, monthly e-newsletter and 
quarterly print newsletter, discount on special events, access 
to “members only” events, a CreaTV San Jose promotional 
item and one vote per membership during annual board 
elections. 

  
STAR MEMBERSHIPS STAR PERKS 

Patron $100  
Basic perks, plus…. recognition in our newsletter and 
annual report. 

Benefactor $1,000  

Basic perks, plus…. Special Event sponsorship, a :30 second 
thank you spot produced by CreaTV San Jose staff aired 
weekly on Channel 15, your logo on our Channel 15 bulletin 
board, recognition in our newsletter and annual report. 

  
GROUP MEMBERSHIPS GROUP PERKS 

Small Business  
(under 10 employees) 

$250 

Corporate $500  

Basic perks for up to three members of your business plus…. 
a :30 second thank you spot produced by CreaTV San Jose 
staff aired weekly on Channel 15, your logo on our Channel 
15 bulletin board, recognition in our newsletter and annual 
report. 

Non-Profit Organization $250  

Basic perks for up to three members of the organization, 
plus…. a :30 second thank you spot produced by CreaTV 
San Jose staff aired weekly on Channel 15, your logo on our 
Channel 15 bulletin board, recognition in our newsletter and 
annual report.  

Education $200  

Basic perks for up to three employees of one school / 
institution, plus…. a :30 second thank you spot produced by 
CreaTV San Jose staff aired weekly on Channel 15, your 
logo on our Channel 15 bulletin board, recognition in our 
newsletter and annual report. 
 

OR… 
 

Basic perks for a class of up to 10 students working on a 
group school project for the educational channels. 
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Proof of individual, organization and business residency is required to become a member 
of CreaTV San Jose. CreaTV San Jose reserves the right to ask a member to provide 
additional proof of residency at any time (e.g. if mail sent to your San Jose residence 
address is returned to us, etc.).  
 
Members who are under 16 must be supervised by an adult while using the CreaTV San 
Jose equipment and facilities.  
 
Members in good standing as of October 1 may vote in that year’s Board of Directors 
Election.  
 
Member Scholarships 
A limited number of scholarships are available to San Jose residents who cannot afford 
membership and workshops due to financial hardship. Qualified residents may apply for 
a scholarship, and trade five hours of volunteer time a month in exchange for a 
membership and access to workshops, to the extent that there is sufficient volunteer work 
available. Training workshops will be open to a finite number of scholarship participants. 
Scholarship members are still subject to late cancellation fees.  
 
In the event that a scholarship member does not use three reservations in a four month 
period, or violates the CreaTV San Jose Code of Conduct, the scholarship may be 
revoked.  If volunteer hours are not completed in a timely manner each month, privileges 
will be suspended until such time that the hours are completed. 
 
Equal Opportunity / Non-Discrimination Policy 
Organization policy prohibits unlawful discrimination based on race, color, creed, gender, 
religion, marital status, registered domestic partner status, age, national origin or 
ancestry, physical or mental disability, medical condition including genetic 
characteristics, sexual orientation, or any other consideration made unlawful by federal, 
state, or local laws. It also prohibits unlawful discrimination based on the perception that 
anyone has any of those characteristics, or is associated with a person who has or is 
perceived as having any of those characteristics. All such discrimination is unlawful. 
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PRODUCING A SHOW 
 
San Jose residents, businesses, non-profits and schools may produce content for the 
education and public channels using CreaTV San Jose’s equipment and facilities. Here’s 
how it works: 
 

• Attend an Orientation 
• Sign up as a CreaTV San Jose Member, submitting the COMPLIANCE and 

MEMBERSHIP FORMS 
• Take a Producer’s Workshop 
• Submit a PROJECT PROPOSAL to the Operations Manager 
• If you need to borrow our equipment to produce your show, take the necessary 

workshop (studio, field production, editing, etc.). If you have experience in these 
areas, you may request to “test out” of the workshop.  

• Once your program proposal is approved and you’ve gotten certified on any 
production equipment you need to use, you can begin producing your show! 

• Producers are required to complete their first episode, or their “special” four 
months after submitting their proposal.  

• When complete, submit your show with a PLAYBACK REQUEST FORM  
 
 

TRAINING  
 
To use CreaTV San Jose’s production equipment for an access show, members must take 
the corresponding training workshop: 
 

TO USE THE…. TAKE THIS WORKSHOP: 
Portable video camera packages Field Camera: Includes training in 

camera, tripod, field audio, field lighting. 
Portable studio Flypack  
Small studio Flash Studio  
Large three camera studio Studio Production: Includes training in 

directing, technical directing, basic 
graphics, basic lighting, camera 
operation, floor managing and audio.  

Editing suites Final Cut Pro or Adobe Premiere 
  
Members will be “certified” in production equipment once they’ve taken the training and 
demonstrated sufficient skill in operating the gear independently.  
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VOLUNTEERING  
 
CreaTV San Jose welcomes volunteers to our facility! In particular, we need volunteers 
to run camera on studio shows and help out around the office. If you are interested in 
volunteering on studio productions, we highly recommend you take our studio production 
workshop. You may however run a studio camera after getting minimal training from a 
member of our operations staff, as time allows. Contact our Operations Manager if you 
are interested in volunteering. 
 
 
 
EQUIPMENT / FACILITY USAGE  
 
CreaTV San Jose’s equipment and facilities is available to members for the purposes of 
creating non-commercial content for the public or educational channels only. Once 
certified on the equipment they’d like to use, members can make a reservation via phone, 
email or in person through the Administrative Assistant, Operations Manager or Access 
Facilitator. Please note: Reservations can only be made after the producer has an 
approved project proposal on file with the Operations Manager. 
 
Equipment may not be used for any other purpose than for creating content for the access 
channels. Other use may result in loss of access privileges.  
 
Reservations can be made up to two months in advance. Series producers may keep their 
regular facility or equipment reservation as long as their series remains active on the 
channel. 
 
Field Equipment 
Certified field camera operators may check out equipment twice a month. Field 
equipment may be checked out for up to 48 hours.  
 
Flypack 
Certified flypack operators may check out equipment once a month. Certified field 
camera crew must be named as the camera operators upon checking out the flypack. 
Flypack equipment may be checked out for up to than 48 hours.  
 
Editing Suites 
Certified editors can reserve in house editing suites for a maximum of four-hour blocks, 
up to twice a week. Portable editing suites can be reserved a maximum of twice a month 
for up to 48 hours at a time. 
 
Main Studio  
Main Studio Series Producers may reserve the studio in two hour blocks twice a month. 
Producers wishing to produce a “special” in the studio  (not a series episode) may reserve 
the space for up to three hours once a month. Main studio programs must have a 
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minimum of four certified members on their crew. Please note: CreaTV San Jose’s entire 
facility has a maximum occupancy of 35 people. Please consider this when using the 
facility for holding meetings or shooting in studio.  
 
 
Flash Studio 
Flash Studio Series Producers reserve the studio in 90 minute blocks weekly. Only one 
flash studio certified member is required on the crew. Producers wishing to produce a 
“special” in the flash studio  (not a series episode) may reserve the space for two hours 
once a month. *If your show generally includes one or two talent and little to no set, we 
strongly encourage you to use the Flash Studio.  
 
Dubbing Station 
Producers with an active show proposal on file can use the dubbing station four hours a 
week for viewing or transferring footage from one format to another. Producers may use 
the station for viewing as needed. While drop-in use is allowed, reservations are 
recommended. 
 
Practice Time (Lab time) 
Newly certified members are invited to practice their skills on the field and editing 
equipment during lab time. Newly certified studio crew are invited to volunteer on studio 
shows to practice their stills. 
 
Equipment Use Policies 
 

• Reserved time or equipment may be given away if the producer or crew are over 
30 minutes late and have not called to hold their reservation. 

 
• Series producers who cancel their reservations three times in a three month period 

will lose their slot, and members producing specials will need to meet with the 
Operations Manager and resubmit a program proposal, unless they have arranged 
for a leave of absence with the Executive Director due to extenuating 
circumstances. 

 
• Producers may not trade or sell their reservations.  

 
• Canceling a reservation with less than 48 hours notice will result in a minor 

violation. 
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Equipment Rental Fees  
CreaTV San Jose certified crew may rent our production equipment and facilities for use 
in creating content for CreaTV Channels. Rental fees are as follows: 
 
Facility  

Please note: CreaTV San Jose’s entire facility has a 
maximum occupancy of 35 people. Please consider this 
when using the facility for holding meetings or shooting 
in studio. 

Rate* 

* = Facilities can be reserved for a minimum 
of an hour. 

Main Studio $30 / hour 

Flash Studio $20 / hour 

Edit Suite $10 / hour 

Dubbing  $10 / hour 

Large Conference Room Free to members (up to 5 hours a month; 
$20 / hour over 5 hours) 

 
Equipment Rental 

- CreaTV is closed on Sundays. Saturday 
checkouts must be returned on Monday. 
Producers will not be charged for Sundays. 

 
- Members are required to have a copy of their 

driver’s license and credit card on file prior to 
checkout. 

 

Rate* 

* = Equipment can be checked out for 
a minimum of one day.  

Flypack* 
Includes up to three field camera kits and the portable studio. 
(Certified camera operators must check out the cameras.) 

$75 / day 

Field Camera Kit * 
Includes camera, tripod, mic, mic cable, headphones, AC 
power supply, & camera batteries 
 

$20 /day 

Portable Editing Suite 
Includes MacBook Pro, Adobe CS4, Final Cut Pro, HDV deck 
and headphones. 

$75 / day 

Light Kit $15 /day 

Monitors $5 /day 

Audio Mixer $5 /day 

Projector $50 /day 
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Liabilities for equipment 
It is the responsibility of the person checking out the equipment to be sure that everything 
is in good working order when checked out and returned. CreaTV San Jose will assume 
responsibility for damage as a result of wear and tear, unless abuse or neglect is obvious 
(e.g., the camcorder is full of sand grains, or the camcorder was left unattended in a 
public place). Members are responsible for the cost of repair and replacement of 
equipment due to damage, misuse or theft. 
 
Technical Problems 
Should you experience any technical problems with CreaTV equipment or facilites that 
are not caused by operator error and affect the outcome of your production, CreaTV San 
Jose will provide a full or partial refund of equipment rental fees. 
 
Production Scholarships 
Our goal is to provide access to production facilities and equipment for all San Jose 
residents. As such, we offer Production Scholarships to CreaTV San Jose members who 
find the equipment rental fees prohibitive. Members can submit a request in writing to 
our Operations Manager explaining their circumstances. Members will be asked to 
volunteer in the office in exchange for use of the equipment. For each hour of volunteer 
work, a member can have access to the editing suites or studios for an hour. For every 
four hours of volunteer work, a member can check out a field camera package; For every 
Volunteer work must be completed prior to equipment use. 
 
Availability of Production Scholarships is dependent on the need for volunteer office 
work at CreaTV San Jose. Every effort will be made to provide Production Scholarships 
to producers who cannot afford the Equipment Rental Fees. 
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CREATV PRODUCTION SERVICES 
CreaTV San Jose’s Production Services are available to all CreaTV San Jose Members 
who would like to hire the staff to produce their non-commercial programming. The 
following rates include equipment and CreaTV San Jose personnel. 
 
SERVICE RATE 
Single Camera w/ Operator $150 / half day (up to 4 hours); $275 full 

day (8 hours); $50 / hour over 8 hours 
Flypack w/ Four Person Crew 
Includes a portable studio, up to four cameras, 
graphics and a feed from an audio board; 
minimum four person crew. Site survey is free. 

$600 / half day (up to 4 hours); $1000 full 
day (8 hours); $100 / hour over 8 hours 

Editing Suite and Editor $75 / hour 
Main Studio w/ Two Staff and Interns 
Includes one consultation with staff liaison, three 
HD cameras, graphics, and audio. 

$100 / hour 

Flash Studio w/ One Staff 
Includes one consultation with staff liaison, 
cameras, graphics and audio. (Only two people 
can fit comfortably on set.)  

$75 / hour 

PSA 
A thirty second to three minute spot 

$300-$500, depending on complexity 

Documentaries 
Multiple shoots, editing, scripting, etc. 

Based on complexity 

ADDITIONAL SERVICES RATE 
Extra staff (audio engineer, teleprompter 
operator, pre-production, scripting, etc.) 

$30 / hour 

 
Technical / Quality Issues  
It is our goal to deliver the best quality production to our members as possible. In order to 
achieve that goal, we must rely on our clients to deliver as much information regarding 
the program as possible in advance of the production.  
 
Technical problems that occur during the production that are deemed by CreaTV San 
Jose staff as major and not the fault of the producer, will be remedied by the staff to the 
best of their ability at no charge to the client.  Please note that live to tape multicamera 
productions are particularly challenging to fix, and may restrict us from having 
“cutaway” shots / audio to edit in.  
 
Technical or quality issues deemed by the CreaTV San Jose staff as having occurred 
because of lack of preparation on the producer’s part (submitting CG late, audio issues do 
to improper use of mics by talent or problems with an outside PA, not submitting a 
rundown sheet, etc.), can be remedied by the staff following the production for an hourly 
editing fee (see rates under “CreaTV Production Services”). Please note that some 
technical issues may not be fixable, including audio distortion or single camera shoots 
with problems. 
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Production Services Policies 
 

• Fees for production services are due in full upon completion of the project. 
 
• Reserved facilities or equipment may be given away if the client is over 30 

minutes late. 
 

• Series producers who cancel their reservations three times in a three-month period 
will lose their slot.  

 
• Producers may not trade or sell their reservations.  

 

• Producers must provide 48 hours notice to cancel a reservation to avoid being 
charged production service fees.  

 



 14 

ACCESS TO THE CHANNEL 
 
Eligibility  
  
Any resident of the City of San Jose, or an individual who is involved with a business or 
non-profit organization in the City of San Jose may submit non-commercial, protected 
speech for playback on the access channels. Proof of individual, organization or business 
residency is required. San Jose residents can sponsor a program produced elsewhere by a 
non-resident. The sponsor must sign and submit the playback request form, and assumes 
liability for the program’s content. 
 
 
Program Definitions 
 
  

• SPECIAL : A program that is not part of a regular series, such as a movie or one 
time talk show. 

• SERIES: A collection or programs with the same title, length, and general 
format.  

• FILLERS : A program that is less then 15 minutes, and may be scheduled as the 
Programming Dept. sees fit in between regularly scheduled content.  

 
 
Specials Policies 

A) A special will air a minimum of twice, with additional airings at the discretion of 
the Programming Manager. 

B) Producers may request initial airtimes. The Programming Manager will try to 
accommodate requests.  

C) Specials can be up to two hours in length. 
 
  
Series Policies 

A) Producer agrees to submit a premiere episode in the series a minimum of once a 
month for up to a year.  In order to qualify as a premiere episode, 51% of the 
content must be brand new.  

B) Producer can keep their timeslot up to a year, assuming all policies and 
procedures at CreaTV San Jose are followed. 

C) Series slots are the following length and frequency: 
• half hour, weekly, biweekly or monthly 
• hour, bi-weekly or monthly  
• Half hour programs can range from 24:00 to 28:30 in order to count as a series 

episode.  Sixty minute programs can range from 54:00 to 58:30 in order to 
count as a series episode. If the program is outside of this range, the program 
must be edited to fit, or will be returned to the producer by the programming 
department. 
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Obtaining A Series Slot 
Once you have two episodes of your show complete with a plan to continue producing at 
least a new episode monthly, you’re ready for a series slot.  
 
Once a month, CreaTV will have a lottery for all the open time-slots that new or 
renewing series producers and sponsors must attend to obtain a series slot. Producers 
can’t change their timeslot during the duration of their series. 
  
To participate in the CreaTV San Jose timeslot lottery, each Producer must turn in the 
following at least forty-eight hours in advance: 
 

• Two shows that are ready to air, with Compliance and Playback Request forms; 
• Two types of proof of residence: 

o Valid driving license 
o Current Utility Bill       
o Current Television Bill      
o Current Bank Statement   

 
Renewing A Series 
To renew your series, attend the CreaTV Timeslot Lottery the month prior to your series 
ending.  Producers who want to renew their series must turn in two types of Proof of 
Residence forty-eight hours in advance.  CreaTV San Jose is not responsible for 
reminding Producers of their expiring series.   
 
 
Number Of Series 
In order to share the channel space, a producer may have only one series in rotation at a 
time, but may submit specials for playback that are clearly different than their series in 
content, talent, title and length.  
 
 
 
GENERAL PROGRAMMING POLICIES  
 
REQUIRED PAPERWORK : All current producers must have a compliance form on 
file with the Programming Department. A playback request form is required for each 
episode of your program.  
   
SUBMITTING YOUR SHOW : Producers must turn in a new show five business days 
in advance with a playback request form attached.  Producers can pick up old shows at 
CreaTV San Jose.  CreaTV San Jose will keep at least two episodes in our library at all 
times.  You can turn in shows with a staff member at our front desk during normal 
business hours, through the mail or in our 24/7 dropbox. 
 
PRESCREENING: CreaTV San Jose doesn’t prescreen any of the shows that are aired 
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for content, but may view portions of a show to ensure technical standards are met. We 
do reserve the right to ask for any proof of permission of any copyright material.  The 
Producer or Resident Sponsor takes on all liability for the content that is produced on 
their show. 
  
NON-PROTECTED SPEECH: A show must not have any slanderous, libelous or 
obscene material. Obscene Material is defined by the courts as the following: 

o to the average person, applying contemporary community standards, taken 
as a whole, appeals to the prurient interest; 

o depicts or describes sexual conduct in a patently offensive way; 
o taken as a whole, lacks serious literary, artistic, political, or scientific 

value.  
 
No material may be aired that will violate any City, County, State, Federal laws.  
 
TRANSFERRING SLOTS: Time slots may not be transferred to another program 
provider. Program providers may not substitute other programs in their allocated time 
slots. 
 
SPECIAL VS SERIES: A series producers may not submit a “special” that is basically 
an episode of their series under a different title, or of a different length. 
 
COMMERCIAL CONTENT: There may not be any commercial material nor 
advertising, nor promoting a lottery or gambling enterprise on CreaTV San Jose’s 
channels. Any violation will result in a major violation. 
 
FUNDRAISING ON AIR: No fund raising is allowed which would result in financial 
gain for individuals or commercial enterprises. 
  
UNDERWRITING SPONSORSHIP: In exchange for their support, businesses or 
individuals may receive a fifteen second underwriting spot during the first or last two 
minutes of the show. Request for underwriters may only be in the last two minutes of the 
show.  The following can be included in an underwriting spot:  
 

• Contact information  
• A photo / logo 
• Music 
• Voiceover acknowledging sponsor 

 
Underwriting spots may not include calls to action (e.g. “Call me!”) or comparative 
language (e.g. “The best mortgage rates in town.”) or use of the product or service in the 
spot (e.g. showing someone eating food from the restaurant that donated to your show.). 
 
Underwriting support is meant to cover the costs of your production, and is not meant to 
be a source of revenue for yourself.  At any time, CreaTV San Jose reserves the right to 
see financial documentation detailing your production costs and underwriting income.  
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ADULT CONTENT: Adult content includes programming with excessively violent 
material, offensive language, excessive nudity, graphic depiction of medical procedures, 
or sexually explicit material and will only be aired from 11 pm – 5 a.m.  When filling out 
the Playback Request form, the Producer must inform the Programming Department staff 
that their show contains Adult Content.  The show must have the following displayed as a 
graphic and as a voiceover prior to the program beginning:  
 
ÒThe following program contains material (include the specifics of all aspects of the 
content that could be potentially objectionable to others: excessive violence, excessive 
profane or offensive language, excessive nudity, sexually explicit material, graphic 
depiction of medical procedures) that some viewers may find objectionable or 
inappropriate.Ó 
  
PRE-EMPTING: CreaTV San Jose reserves the right to preempt any show in the event 
that time sensitive content needs to air on occasion.  But, if a show was not played due to 
human or technical error, that show can have one additional airing at a time arranged by 
the Programming Manager. 
 
PROMOTING YOUR SHOW : Each program or special can turn in a Bulletin Board 
jpeg to air on CreaTV.  It's the responsibility of the producer to make a slide.  CreaTV 
San Jose’s logo is not available to use on your show or in your promotional materials.  
 
ACCEPTABLE CONTENT FORMATS : We accept Mini DV, DV, DVCAM, DVC 
Pro & DVD.  If you have multiple shows on one tape or DVD, please have a slate 
indicating each show on the DVD or tape.  If you turn in a tape, please have at least ten 
seconds of black at the start and end of every show.  A program may not be played if 
there are technical problems with the tape or DVD. 
  
Every show must be turned in with: 

• A sleeve or a case; 
• The show title, regular time slot, first airing of the show, the producer & 

TRT on the media or a separate sheet;   
• Optional information, such as an internal number, title/topic and 

guest/host. 

CONTACT INFORMATION: Producers must have current public contact information 
on file with CreaTV San Jose. This may be an address, email or phone number that the 
producer will allow be given out to viewers who would like to contact them about their 
show. 
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APPENDIX 
 

- Rules/ Loss of Privileges / Appeal Process  
- Forms 

o Membership 
o Compliance 
o Playback Request 
o Program Proposal 
 

 
Rules / Sanctions / Appeal Process 
 
To ensure that the equipment and facilities remain available and in good working order, 
the following rules have been established. Access producers or staff may report violations 
to the Operations Manager or Executive Director. Upon verifying that a rule violation has 
occurred, the Executive Director will issue a written statement to the producer describing 
the rule violation and sanctions. 
 
 
MINOR VIOLATIONS  
a. Failure to vacate production facilities by the end of the reservation time 
without authorized extension 
b. Turning in equipment 30 minutes to two hours late 
c. Return of dirty equipment 
d. Operation of equipment or use of facilities in an incorrect, unsafe, or inappropriate 
manner, which might result in damage 
e. Improper packaging of equipment for transport 
f. Reserving or checking out equipment for another producer unless otherwise 
specified and approved 
g. Failure to submit a program for cablecasting within production schedule limits 
h. Listing private phone numbers or addresses on a program without the consent 
of the individual 
i. Behaving in a disrespectful manner while at CreaTV San Jose or participating in a 
CreaTV San Jose event 
j. Failure to maintain current file and contact information, or failure to respond to 
contact 
k. Using CreaTV San Jose’s logo without expressed written permission from 
management. 
 
 
MAJOR VIOLATIONS  
a. Breach of the compliance, checkout volunteer intake or playback request form 
b. Failure to submit a program produced with CreaTV equipment and/or facilities for 
initial cablecast on a CreaTV San Jose channel 
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c. Using CreaTV San Jose equipment for the purpose of making a profit, including 
charging guests or covering events for profit 
d. Using equipment and facilities for any purpose not related to the production 
of programs for telecast on CreaTV San Jose managed channels 
e. Abuse, vandalism, or failure to maintain equipment and facilities 
f. Return of equipment in damaged or unworkable condition, or failure to return 
equipment through intent, negligence, loss, or theft, or more than two hours late 
g. Attempted equipment maintenance or disassembly 
h. Changing the wiring/cabling of the studio or an editing room without specific 
authorization in advance by CreaTV San Jose 
i. Removal of equipment from the equipment storage area without proper checkout 
procedures and/or without signing a checkout contract 
j. Checking out equipment for use by a non-certified producer, or for a producer 
on suspension 
k. Behaving in a violent, disruptive or threatening manner or repeatedly 
behaving in a disrespectful manner to CreaTV San Jose staff, volunteers or clientele 
l. Using or possessing alcohol or controlled substances at CreaTV San Jose 
m. Possessing firearms or other deadly weapons at CreaTV San Jose 
n. Possession of food or drinks in the areas of CreaTV San Jose with production 
equipment, with the exception of cooking shows, capped water bottles stored on the floor, 
or water for guests 
o. A community producer representing him / herself as “staff” 
p. Appearing nude or semi-nude (genitals covered) in the CreaTV San Jose Facility 
q. Falsifying your physical address 
 
 
SANCTIONS 
 
Minor Violations:  
Violations remain on record for twelve months. A minor violation will result in the 
following actions: 
 

- Written warning for the first minor violation 
- Final written warning for the second minor violation 
- Suspension from equipment and facilities for the third minor violation 

 
Major Violations:  
Violations remain on record for twelve months. A major violation will result in the 
following actions: 
 

- Three week suspension from the facility for the first major violation 
- Six month suspension from the facility for the second major violation 
- Permanent suspension from the facility for the third major violation 
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APPEALS PROCESS 
 
CreaTV San Jose members may appeal their violation to the Board of Directors Rules 
Committee. If suspension from equipment and facilities use is imposed, the suspension 
will remain in effect throughout the appeal process. The Board will consider the appeal at 
its next regularly scheduled meeting. 
 
 
RIGHT TO REFUSE SERVICE 
 
CreaTV San Jose reserves the right to refuse access to its services, facilities and 
equipment to anyone who: 

1. Appears to be under the influence of alcohol or illegal drugs;   
2. Behaves in a fashion that is detrimental to other facility users, and/or staff, including 
harassment, antagonizing or verbal abuse, or interferes with the orderly conduct of 
business;  
3. Owes any money to CreaTV San Jose;   
4. Has intentionally violated policies and procedures;   
5. Has deliberately presented false or misleading information to staff. 
 
 
FORMS (ATTACHMENTS) 
 
Compliance  
Playback Request 
Membership 
Project Proposal 


