NOTE: the first nine pages are the same for each of the student media. The individual handbooks are subject to revision by a vote of the membership of each medium, as any RSO would do with changes to its constitution.
STUDENT MEDIA POLICIES

These policies are primarily a summary of existing campus student policies. Members of the student media are expected to abide by these policies, the Student Media Bylaws http://www.maconstate.edu/studentlife/studentmedia.aspx, and the standards for each respective media organization. 

The Student Media Center
The Student Media Center is located on the first floor of the Student Life Center, room 120.  The Center serves as the operations location for student media. The Center is open during regular college business hours. The Center is not normally open during weekends, holidays, and scheduled academic breaks. Students wishing to use the Center for official organization business must request access from the Student Media Coordinator or his designee. Due to the increased amount of equipment that is now in the Student Media Center and issues of missing equipment, it is now our policy not to issue keys to students. 
All students have easy access during the day, and those students wishing to use the Student Media Center after hours should coordinate that usage with the Student Media Coordinator, who then will let Public Safety know. Students using the Media Center after hours will be responsible for the lab and all equipment and should not allow any other students entry without letting the Student Media Coordinator know in their request.
Building custodians are not authorized to admit staffers or visitors to the Center without permission of the Student Media Coordinator. The loaning of keys is not permitted and will result in a loss of key privileges. The last person to leave the Center should turn off the lights and the equipment as directed. Check the door to make sure it is locked. 

Security & Safety
For security reasons, staff members are discouraged from working in the Center after hours, even on production nights due to concern for personal safety and building security. 

Students may reach Public Safety officers by calling 478-474-2414.
If a fire alarm is sounded or if a fire is evident, evacuate the area immediately. Evacuate the Center and the building at the nearest prescribed exit.

Copies of the Macon State College Emergency Response Plan and the Tornado Alert Procedures are posted in the Center. All students should familiarize themselves with these documents. 

Equipment & Supplies
The Student Media Center offers a network of Apple Macintosh computers, hard-disk drives, and laser printers to typeset copy, design ads, create other graphics, and assist in video production. The system and the various programs available for student use offer considerable flexibility in the production process. Cameras and recorders and related equipment are available for use in assigned projects. These must be signed out from student leaders or the Student Media Coordinator. Software and applications are the property of Macon State College student media. 

Student leaders are responsible for checking the needs for supplies, including printer paper, ink cartridges for the printers, and other supplies. The Student Media Coordinator should be made aware of supply shortages and is responsible for placing all orders for supplies and equipment service.

It is essential that students are properly trained on the use of equipment. Training sessions are available from student leaders and the Student Media Coordinator.

Under no circumstances should any person load any software or download any program to a Student Media Center computer without approval from the Student Media Coordinator. Loading software or programs without approval will result in termination or loss of privileges.

Priority Use

Deadlines determine the priority use of the equipment. Use of the Student Media Center equipment is for official business only. In some limited cases, students may use the Student Media Center equipment for special media projects after obtaining permission from the Student Media Coordinator, but these projects do not take precedence over publication deadlines.

Computer equipment repair and maintenance questions should be directed to the Student Media Coordinator. Abuse of equipment privileges may result in removal as a staff member.

Press Passes & Credentials

Individual press passes and credential letters are available from the Student Media Coordinator for student media staff in connection with official duties.

Personal Items

Macon State College does not ensure the security of personal equipment, such as textbooks, library books, stereos, purses, book bags, or other personal belongings.  These items should not be left unattended in the Student Media Center.

Appliances

A microwave oven and a coffee maker in the Student Media Center are available for student use. If you make a mess, please clean it up.
Professionalism 

Student Code of Conduct

The primary expectations of Macon State College students are integrity and civility.  All students should read, understand, and abide by the Student Code available at  http://www.maconstate.edu/studentlife/docs/studenthandbook.pdf
Office Communication

Student media staff members are required to use the Macon State College student e-mail account and must share this address with the editor-in-chief, broadcast editor, and/or Student Media Coordinator. This account should be checked frequently. 

Interviewing

Interviewees should be treated with respect and professionalism. Student Media staff should always ask for an appointment for an interview in a timely manner and should always identify themselves as media staff members if information is being collected for student media purposes.  Written or verbal consent of the interviewee or subject should be secured before conducting an interview, taking photos, or capturing video footage.

Each person interviewed may receive an “Interview Evaluation” form from the Student Media Coordinator following a Student Media interview.  The information received from the evaluations will be used to improve interviewing skills.

Telephone

Answer telephones promptly and professionally, saying “Macon State Student Media Center, ___ speaking; may I help you?”

If the person requested is not present, take a message.

To place a local, off-campus call, press “9” to get an outside line and continue as a normal call. Long distance calls are for official use only. A fax for student media business is located within the Student Affairs Office; this fax number is (478) 757-2626. Abuse of telecommunication privileges may result in removal as a staff member.

Cleanliness 
Because the Student Media Center is visited frequently by students, faculty, staff, and advertising clients, it is essential that work areas present a professional image. The Student Media Center will be cleaned regularly by campus housekeeping staff; however, it is the responsibility of the student staff to help keep the Student Media Center clean. 

Please do not eat or drink near the computers. Smoking is not permitted in any Macon State College building. The ban on smoking, drinking, and eating near the computer terminals will be enforced by student leaders and/or the Student Media Coordinator.  
Equipment malfunctions related to violations will cause further restrictions.

College Policies Applicable to All Students

Eligibility for Participation in Student Life Activities Policy, 

Student Handbook

http://www.maconstate.edu/studentlife/docs/studenthandbook.pdf
Applications are accepted only from currently enrolled Macon State College students. Stipends are not to be considered as an employment contract, per the U.S. Department of Labor. Paid staff members must be enrolled students and maintain a 2.0 institutional GPA and meet Macon State College’s standards for “Eligibility for Participation in Student Life Activities Policy.” 

Macon State College takes great pride in having students participate in collegiate activities of both non-competitive and competitive natures. For this reason, any student seeking to participate in such activities (clubs, organizations, recreational/intramural tournaments, etc.) must comply with eligibility guidelines, including but not limited to:

i. Unless a student is a first-semester freshman, the student must be currently matriculating with at least 3 credit hours and have successfully matriculated the previous semester (excluding summer semester) with at least 3 credit hours.

ii. The student must be enrolled in the semester session for which the activity takes place.

iii. The student must not be on academic probation or academic dismissal or have holds on his/her record.

iv. The student must be eligible based on guidelines of the organization sponsoring the activity.

v. The Dean of Students or his/her designee will review students representing Macon State College in such activities for eligibility and for fitness to represent the College.

vi. Participation in activities (non-competitive and competitive) is not guaranteed.

Guidelines for Officers for All Recognized Student Organizations,
Recognized Student Organization Handbook

http://www.maconstate.edu/studentlife/docs/rso_handbook.pdf
i. A student who holds an elected or appointed position of leadership must maintain a 2.0 cumulative grade point average (GPA).

ii. A student who holds an elected or appointed position of leadership must also be enrolled at Macon State College during the length of service and be enrolled for at least 4 credit hours.

iii. A student who holds an elected or appointed position of leadership must have completed all Learning Support requirements.

Appropriate Use Policy for Information Technology (IT) Resources

http://www.maconstate.edu/technology/docs/AppropriateUsePolicy.pdf
1.0  Overview
It is the policy of  Macon State College to provide an environment that encourages the free exchange of ideas and sharing of information. Access to this environment and Macon State College’s information technology (IT) resources is a privilege and must be treated with the highest standard of ethics.
Macon State College expects all users to use IT resources in a responsible manner, respecting the public trust through which these resources have been provided, the rights and privacy of others, the integrity of facilities and controls, state and Federal laws, and Macon State College policies and standards. 
2.0 Purpose
This policy outlines the standards for appropriate use of Macon State College IT resources, which include, but are not limited to, equipment, software, networks, data, and telephones whether owned, leased, or otherwise provided by Macon State College.
3.0 Scope
This policy applies to all users of Macon State College IT resources including faculty, staff, students, guests, external organizations and individuals accessing network services, such as the Internet via Macon State College resources.             
4.0 Policy
·        Use only those IT resources for which you have authorization
·        Protect the access and integrity of IT resources
·        Abide by applicable local, state, federal laws, college policies and respect the copyrights and intellectual property rights of others, including the legal use of copyrighted material
·        Use IT resources only for their intended purpose
·        Respect the privacy and personal rights of others
·        Do no harm
5.0 Guidelines 
User Responsibilities
Use of Macon State College IT resources is granted based on acceptance of the following specific responsibilities:
Use only those computing and IT resources for which you have authorization. For example, it is a violation:
·        To use resources you have not been specifically authorized to use
·        To use someone else's account and password or share your account and password with someone else
·        To access files, data, or processes without authorization
·        To purposely look for or exploit security flaws to gain system or data access     
Protect the access and integrity of computing and IT resources.
For example, it is a violation: 
·        To use excessive bandwidth
·        To release a virus or a worm that damages or harms a system or Network
·        To prevent others from accessing an authorized service
·        To send email that may cause problems and disrupt service for other users
·        To attempt to deliberately degrade performance or deny service
·        To corrupt or misuse information
·        To alter or destroy information without authorization 
Abide by applicable local, state, federal laws, college policies and respect the copyrights and intellectual property rights of others, including the legal use of copyrighted material. For example, it is a violation: 
·        To download, use or distribute copyrighted materials, including pirated software or music or videos or games (aka: illegal peer-to-peer file sharing)
·        To make more copies of licensed software than the license allows
·        To operate and participate in pyramid schemes
·        To upload, download, distribute or possess pornography
·        To upload, download, distribute or possess child pornography 
Use IT resources only for their intended purpose. For example, it is a violation:
·        To use computing or network resources for advertising or other commercial purposes
·        To distribute copyrighted materials without express permission of the copyright holder
·        To send forged email
·        To misuse Internet Relay Chat (IRC) software to allow users to hide their identity, or to interfere with other systems or users
·        To send terrorist threats or "hoax messages"
·        To send chain letters
·        To intercept or monitor any network communications not intended for you
·        To attempt to circumvent security mechanisms
·        To use privileged access for other than official duties
·        To use former privileges after graduation, transfer or termination, except as stipulated by Macon State College

Respect the privacy and personal rights of others. For example, it is a violation: 
·        To use electronic resources for harassment or stalking other individuals
·        To tap a phone line or run a network sniffer or vulnerability scanner without authorization
·        To access or attempt to access other individual's password or data without explicit authorization
·        To access or copy another user's electronic mail, data, programs, or other files without permission
·        To disclose information about students in violation of Macon State College guidelines 
System and Network Administrator Responsibilities
System Administrators and providers of Macon State College computing and IT resources have the additional responsibility of ensuring the confidentiality, integrity, and availability of the resources they are managing. Persons in these positions are granted significant trust to use their privileges appropriately for their intended purpose and only when required to maintain the system. Any private information seen in carrying out these duties must be treated in the strictest confidence, unless it relates to a violation or the security of the system.
Security Caveat
Be aware that although computing and IT providers throughout Macon State College are charged with preserving the integrity and security of resources, security sometimes can be breached through actions beyond their control. Users are therefore urged to take appropriate precautions such as: 
·        Safeguarding their account and password
·        Taking full advantage of file security mechanisms
·        Backing up critical data on a regular basis
·        Promptly reporting any misuse or violations of the policy
·        Using virus scanning software with current updates
·        Using personal firewall protection on personal computers
·        Installing security patches in a timely manner 
Violations
Every user of Macon State College resources has an obligation to report suspected violations of the Appropriate Use Policy for Computing and IT Resources. Reports should be directed to the institution, unit, center, office, division, department, school, or administrative area responsible for the particular system involved.  
6.0 Enforcement 
Failure to comply with the appropriate use of these resources threatens the atmosphere for the sharing of information, the free exchange of ideas, and the secure environment for creating and maintaining information property, and subjects one to discipline. Any user of any Macon State College system found using IT resources for unethical and/or inappropriate practices has violated this policy and is subject to disciplinary proceedings including suspension of system privileges, suspension/expulsion from the institution, termination of employment and/or legal action as may be appropriate. 
Although all members of the university system have an expectation of privacy, if a user is suspected of violating this policy, his or her right to privacy may be superseded by Macon State College's requirement to protect the integrity of IT resources, the rights of all users and the property of the Macon State College. Macon State College thus, reserves the right to examine material stored on or transmitted through its resources if there is cause to believe that the standards for appropriate use are being violated by a user or a trespasser onto its systems or networks.
7.0 Revision History
05/11/2011 – Replaces Computer and Network Usage Policy
Student Travel Policy

from the Recognized Student Organization Handbook

http://www.maconstate.edu/studentlife/docs/rso_handbook.pdf
a. Students should be aware that they are responsible for abiding by the Drug Free Campus Policy and that they may be held liable, both civilly and criminally, in the case that they are found in violation. When students travel, they should know that their point of destination is considered an extension of the campus. Violations occurring off campus will be treated the same as if the violations occurred on campus. All students participating in extracurricular travel are required to complete a Consent, Release, Waiver of Liability, and Covenant Not to Sue form.

Students participating in overnight travel must also complete the following forms prior to departure:

i. Overnight Travel Registration and Agreement Form

ii. Student Travel Agreement

iii. Macon State College Drug-Free Campus Policy

b. It is the practice of the Office of Student Life to accommodate students of the same gender in hotel rooms and to provide equity in room assignments and accommodations.
In addition, the following are Student Media policies for travel:

A deposit is required for travel where there is a registration fee or ticket and/or additional travel or lodging costs. This amount will not be refunded to students who cancel after the trip is booked and will be used to offset travel costs. Students, staff, and faculty who cancel travel plans after fees have been paid or tickets purchased will be required to reimburse the student media organization for additional costs or funds lost from the cancellation. The deposit amount and travel form deadline, as well as exemption from deposits and additional reimbursement will be determined by the Student Media Coordinator for each trip.

Mileage will be determined by the Student Media Coordinator based on the USG and Macon State policies. Distances will be verified by use of Mapquest and Google Maps. If transportation is provided by the College for the trip, mileage reimbursements will not be paid to those who choose to travel in personal vehicles.

Drug-Free Campus Policy

Student Handbook

http://www.maconstate.edu/studentlife/docs/studenthandbook.pdf
Macon State is an Alcohol and Other Drugs-Free Campus 

Macon State College recognizes and supports present local, state, and federal laws and policies of the Board of Regents, with respect to the sale, use, distribution, and possession of alcoholic beverages and illegal drugs, as well as the Drug-Free Postsecondary Education Act of 1990 with respect to the manufacture, distribution, sale, possession, or use of marijuana, controlled substances, or dangerous drugs on college campuses and elsewhere. 

Standards of Conduct 

• State of Georgia Statutes declare that it is unlawful for any person less than 21 years of age to possess or consume alcoholic beverages. 

• It is unlawful to sell, give, serve, or permit to be served alcoholic beverages to a person less than 21 years of age. Furthermore, servers can be held civilly liable for damage caused by underage drinkers to whom they provided alcoholic beverages. 

• It is unlawful to be under the influence of, use, possess, distribute, sell, offer, or agree to sell, or represent to sell narcotics, hallucinogens, dangerous drugs, or controlled substances, except as where permitted by prescription or law. 

• Macon State College prohibits the unlawful possession, use, or distribution of drugs and alcohol by students and employees on the Macon State College campus or as any part of Macon State College’s activities, whether on or off campus. 

• To receive federal student aid, you must: Not have a drug conviction for an offense that occurred while you were receiving federal student aid (such as grants, loans, or work-study).  http://www.fafsa.ed.gov/faq003.htm
Afterword

Nobody could possibly memorize all these rules, policies and guidelines. Nobody does. But they will help you accomplish your real task: To publish a product that is open, fair, honest and fully reflective of the Macon State College community. You are never very far from help from editors/managers, faculty advisers, and the Student Media Coordinator. If you don’t know how to handle a situation, if the rules sometimes seem fuzzy and unworkable, do what any professional journalist tends to do: ask and ask again. Strong people look for help and advice.

Rulebooks such as this try to cover every conceivable circumstance (and a few inconceivable ones). They never do. The toughest calls in journalism, just as in life, are the ones for which there are no rules.

Putting out a media product (newspaper, TV show, literary journal) is collaborative group work that brings together inquisitive, individualistic people. That’s what makes journalism so tough. It is also its strength. Journalism combines the strength of the individual with the collective strength of the group. Use those strengths to the fullest. Use the rules. Use your own good sense.

Paraphrased from Arnold Rosenfeld, Editor in Chief, Cox Newspapers (1994)

Student Media Application

Choose one or more:     The Macon Statement         MSC-TV           The Fall Line Review

Position you are interested in: ________________________________________________________________________
Your Name: ________________________________________________________________________

Address: ________________________________________________________________________

Telephone(s): ________________________________________________________________________

E-mail (required): _________________________________________________________@maconstate.edu

MSC Student ID # 926_____________________________________________________

Major:__________________________________________________________________

Circle one:         Freshman                   Sophomore                    Junior                      Senior

Have you taken any classes related to this position or do you have prior media experience? If so, please explain: ________________________________________________________________________

________________________________________________________________________
________________________________________________________________________

Why do you wish to work with this publication? What do you have to offer? 

________________________________________________________________________________________________________________________________________________

________________________________________________________________________

Reference (or how did you hear about us): ________________________________________________________________________
Please return your completed form to Katherine Tippins (katherine.tippins@maconstate.edu) in room 117 of the Student Life Center (Macon Campus) or in the Student Life Office of the Warner Robins Campus. If you have any questions please call 478-471-5333.

Thank you for your interest in student media!
MSC-TV HANDBOOK
Mission

MSC-TV provides the student body with timely and pertinent information concerning the campus community and the events thereof via closed-circuit television network and provides students with the opportunity to develop skills in the television medium and experience firsthand the technological advances being made in the medium, as they relate to New Media.

Overview History...

The concept of MSC-TV was a Student Life Office proposal to the First Year Experience committee in 1998. The opening of the Student Life Center in fall of 2000 offered an opportunity for the implementation of the system. Student Life staff, in conjunction with faculty members from the Division of Humanities, sought and were granted funding from the Student Activities budget and began working towards realization of the system.

From the beginning, MSC-TV was seen as a student-operated, closed-circuit television system designed to enhance and expedite communication with the student body, as well as offering a training ground for students in the Communications and Information Technology program, in much the same way as the student newspaper allows Journalism and Mass Communications students’ hands-on experience with a newspaper.

Phase I of MSC-TV was implemented in Spring Semester of 2001, with the installation of the editing suite in the Student Life Center.  Phase II, the development of the first student staff for MSC-TV and Phase III, the installation of the campus-wide video distribution network proceeded through Summer Semester 2001.

Program Overview...
MSC-TV is a program of the Office of Student Life, and is funded with Student Activities Fee funds. 

MSC-TV is a student-operated closed-circuit television lab. It is advised by a faculty adviser(s) and by the Student Media Coordinator.

Staff and Position Descriptions Faculty/Staff Support Team...
MSC-TV shall be supported by a team of faculty and staff members who will act as advisors of MSC-TV. 

• The Student Media Coordinator will serve at all times as a member of the Faculty/Staff Support Team. The Student Media Coordinator will be responsible for final approval for all purchases made in the name of MSC-TV. The Student Media Coordinator approves all content after production and before broadcast. 

• The Faculty Advisers are members of the faculty who act as instructors and as advisers to the directorial staff of MSC-TV. They work with the Program Coordinator and Student Media Coordinator to draft a budget, which the Student Media Coordinator submits to the Student Affairs Committee for recommendation to the President of the College.

• From time to time, the school may see fit to hire a person to serve as MSC-TV Coordinator/Trainer. This person shall serve as an instructor in the matter of the technical issues behind MSC-TV, shall serve as an Assignment Editor in the absence of a student Assignment Editor, and shall be responsible working with the Student Media Coordinator in acquiring equipment for MSC-TV.

Should the C/T be required to take on the position of Assignment Editor, he/she shall immediately begin training a qualified student to take over the position as soon as possible. 

When and if the part-time employee position of MSC-TV Coordinator/Trainer is left unfilled, the Assignment Editor will then become the sole paid position and the Assignment Editor will paid as a student assistant working 19.5 hours per week. The following are Assignment Editor requirements:

· Be enrolled at Macon State College for a minimum of 6 credit hours and have a cumulative grade point average (GPA) of 2.5.
· Have successfully exited all Learning Support requirements.
· Be willing to complete training as assigned, including the Macon State College Recognized Student Organization training session, Partners training and any other required of student workers
· Work with the Student Media Coordinator to schedule staff training sessions in the various aspects of TV production.
· Have strong communication skills and ability to motivate and train staff.
· Be computer literate and should be willing to learn more computer skills.
· Maintain office hours (19.5 hours per week)
·  Be willing to work closely with the Student Media Coordinator and the advisers.
· Understand that Dean of Students will be asked to provide information related to the candidate’s disciplinary history
Student Directorial Team

The Student Directorial Team shall be composed of qualified students who are ultimately responsible for the content and the production of MSC-TV programs. These students are the leaders of the staff, and as such, shall be called upon to sit upon the Student Life Leadership Council.

• The highest-ranking student member of the MSC-TV staff, the Assignment Editor is responsible for all content presented to the Student Media Coordinator for broadcast on the MSC-TV network and/or the MSC-TV Web site. The Assignment Editor is responsible for assigning projects to the various producers, for checking pre-production materials for policy violations, and for overseeing the production of segments. Further, the Assignment Editor is responsible for the Program Director, and for the general concept and appearance of each assembled program; as well as the Technical Director and all equipment operated by MSC-TV staffers. All staff members report ultimately to the Assignment Editor.

• The Assignment Editor is responsible for the assembly of all segments into a coherent program. The Assignment Editor is primarily responsible for maintaining a consistent look between segments and for producing any segue segments deemed necessary. In order to maintain consistency between segments, the Assignment Editor is responsible for coordinating all graphics and other aspects of the segments with the individual segment producers. 

• The Technical Director is responsible for the maintenance of equipment for MSC-TV. If this position is not filled, the responsibilities shall be given to the Assignment Editor.

Student Production Team...

The staffers who produce the content for MSC-TV are the Student Production Team

• The producers are responsible for all aspects of production of the individual segments that make up an MSC-TV program. These duties include but are not limited to:

1 Establishing contact with news sources

2 Developing segment concepts

3 Establishing times for interviews

4 Scripting segments

5 Reserving camera and editing bay times

6 Reserving a Videographer or operating a camera

7 Editing footage

8 Working with the Assignment Editor on graphics or segment look/feel. The Producer will be credited in the opening titles of any segment on which they were considerably involved.

• The videographers are the primary camera operators for MSC-TV. The duties of a videographer include but are not limited to:

1 Working with a Producer to produce any footage necessary for a segment

2 Working independently of a Producer for the production of short news 

segments or acting on-scene as a "video journalist"

3 Working with the Assignment Editor to produce segue segments for a program.

Videographers will be credited for any full sequence for which they were the chief contributor, and for any short segment for which they acted as a newsgathering agent.

General Content Policy

1. All productions shall maintain high standards for video production and broadcast. The producers and directors shall establish policies to encourage contributions from all segments of the campus community.

2. After approval by the Assignment Editor and before broadcast on the MSC-TV network, all content shall be reviewed and approved by the Student Media Coordinator.

3. No content shall be offensive in nature on the grounds of gender, race, religion, sexual orientation, or other personal characteristic.

News Content Policy

1. All news productions shall avoid slander, undocumented allegation, attacks on personal integrity, harassment and/or innuendo, and all other forms of personal opinion and bias.

2. All news claims shall be attributed.

3. All persons appearing on news productions shall be identified with a title bar during at least their first appearance in the production.

4. Interviews shall not be edited in such a way as to change the general idea of the interviewee's statements.

5. Any footage used from outside sources shall be properly attributed with a title on the upper part of the screen.

Entertainment Content Policy

1. All entertainment programs shall avoid content of an offensive nature, to be evaluated and determined by the Assignment Editor and Student Media Coordinator.

2. No entertainment program shall utilize similar graphical designs or videographical style (with the exception of the MSC-TV logo) as MSC-TV news

productions.

Equipment Policy

General Equipment Usage Policies...

1. MSC-TV Equipment may be used by any member of the MSC-TV staff who has been trained by the Assignment Editor or can prove proficiency

2. MSC-TV Equipment may be used only for projects that have been approved by the Assignment Editor and/or Student Media Coordinator.

3. MSC-TV Equipment may not be used in a manner that violates the Content

Policy or the Macon State College Network Usage Policy.

4. MSC-TV Equipment may be reserved in advance, in the appropriate Scheduling

Log.

5. No equipment may be removed from the MSC-TV studio or Student Media Center without approval from the Assignment Editor of the Student Media Coordinator

Camera Usage Policy...

1. MSC-TV Cameras must be reserved in the Camera Scheduling Log for before removing them from the MSC-TV studio or Student Media Center.

2. MSC-TV Cameras must be signed for in the Log upon removal, and a Camera Checkout Form must be completed and signed by the Assignment Editor or Student Media Coordinator.

3. All camera operators must follow the policies listed on the Camera Checkout Form. Failure to follow checkout policy may result in a staff member's camera usage privileges being revoked permanently.

4. Any person using an MSC-TV Camera is responsible for any secondary equipment (battery, microphone, tripod, tapes, mics, etc.) that are checked out and listed on the Camera Checkout Form.

Editing Suite Usage Policy...

1. Time on the MSC-TV Editing Suite (our Macs) may be reserved in advance in the Editing Suite Scheduling Log.

2. Any projects saved on the Editing Suite (the Macs) are the responsibility of either the project's producer.

3. Staffers are responsible for deleting their projects upon completion and removing any unnecessary files from the computer.

4. No person may install software on the Editing Suite (Macs) without the approval of the Student Media Coordinator.

MSC-TV Camera Checkout Form

Student Name:  ___________________________________________________________

MSCID#: _______________________________________________________________

Address:  _______________________________________________________________

Home Phone: _________________________ Work Phone: _______________________

Camera Number: _______________________ Serial Number: _____________________

Accessories: ____________________________________________________________

Date/Time Out:  _____________________________ Due for return: _______________  

Project: _____________________________________  On or off campus ____________

MSC-TV Personnel Performing Checkout: ____________________________________

Please initial each:
• I understand that I must return this camera on time, according to the date and time listed above.

• I understand that I may be held financially responsible for any loss of or damage to the camera, other than normal wear and tear.

• This camera has been shown to me to be in good working order upon checkout.

• I understand that the camera will be powered up and checked upon return.

• I understand that I have signed a copy of the MSC-TV Policy Manual and that my use of this camera will be in accordance with this policy.

• I understand that any and all cassettes I check out with this camera must be returned, whether used or not. Any footage I record with this camera is subject to review by MSC-TV personnel.

• I understand that I must call MSC-TV personnel if I encounter any problems with this camera while it is in my possession.

MSC-TV Office:  (478) 757-3677

Student Media Coordinator Katherine Tippins: (478) 471-5333

MSC-TV Assignment Editor Mark Hazen: msctv@maconstate.edu
Macon State College MSC-TV Equipment Checkout Agreement

I understand that my signature constitutes agreement to all terms and conditions of the MSC-TV Equipment Policy, a copy of which has been signed and received. It is also my understanding that failure to return the unit in good condition with all components and attachments per the initial checkout will result in the initiation of legal/collection efforts to recover the property owned by Macon State College, a unit of the University System of Georgia, to the full extent of the law of the State of Georgia. It is further understood that I am responsible for any and all cost incurred by Macon State College in the enforcement of this agreement and the recovery of the property, along with allowable interest charges. Failure to return the camera as per the return date indicated above will constitute default and subject to further action.

Student's Signature:____________________________________ Date: ______________

MSC-TV Authorizing Signature:__________________________ Date:_______________

MSC-TV Authorizing Title:__________________________________________________

Camera Return Check-in

Date Returned:_____________________ Time Returned:_________________________

• Camera checked for proper operation and performance

• All accessories and attachments returned

MSC-TV Personnel Performing Check-in

Signature: _________________________________________Date: _________________

Title: ___________________________________________________________________
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