COMCAST'S PEG ACCESS PROGRAMMING

OPERATING PROCEDURES

For the Dearborn/Woodhaven Systems
(Revised March 2010)
 I. INTRODUCTION 

 Comcast Vision Statement: 

Comcast provides communities with a wonderful opportunity for volunteers by providing public, education, and government access. To achieve this, we want to inform you of what is expected of you and what you may expect in your relationship with Comcast. 

At Comcast: 

• We believe that it is important for all of us to treat each other with consideration and respect. 

• Our work environment models safety for our employees, vendors, customers, and volunteers. 

• The behaviors that we demonstrate reflect the attitude of respect and dignity for all. 

• We work together in a team environment. 

Therefore, the following standards of conduct have been developed. Violation of any one of these standards can result in loss of privileges to Comcast facilities. Comcast has full authority and discretion to deny access privileges as and when it deems appropriate. 

Comcast provides channel time free of charge to residents for the presentation of noncommercial programs. 

Residents can include the municipality’s inhabitants and employees, or members, of non-profit organizations and municipal agencies that serve the municipality. Any resident may request channel time for the presentation of a program. 

Comcast reserves the right to review all policies contained in this Access User Policy Manual and have the discretion to make changes as it deems necessary. 

II. PROGRAM SCHEDULING & CABLECASTING 

 Channel times are provided on a first-come, first-served, nondiscriminatory basis to any resident Access User filing a request, in accordance with the operating rules. It should be understood, however, that since this is a shared resource, specific channel time requests cannot always be guaranteed. 

A. Scheduling Channel Time 

1. Requests for channel time shall be processed on a fair and equitable, nondiscriminatory basis, subject to the  

    availability of cable casting equipment and channel time. 

2. Access Users must sign an Access User agreement form before any program is cablecast. Approval by the    

    Access Coordinator is required. 

3. Requests for consistent/Regular time slots: Program series will be allocated at the discretion of the staff, provided ample time remains available for other programming requests and if the following conditions are met: 

a. Each regular program series will be given one time slot per week.
b. Access Users has new material on a consistent basis. 

c. If a series access user regularly fails to have the program ready for scheduled cablecast, the staff may,  

at its discretion, assign the time slot to other Access Users. 
d. A series time slot will be allocated for new series only if Access User has completed two taped 
             programs prior to application 
4. Each episode will air only 4 times.    

5. Programs must be current within the last 6 months.
6. Each special program, a non-regular program, will be given two weekends (Saturday and Sunday) with   

    several air times (i.e. 9:00 am / 12:00 pm / 3:00 pm / 7:00 pm.)  Weekends may not be consecutive.
 B. Cable casting Procedures for Videotape/DVD 

1. Access Users must obtain in writing, and produce upon request, all the necessary approvals, clearances, licenses, etc. in order to cablecast any program material that includes, but is not limited to, broadcast stations, networks, music licensing organizations, performer's representatives, and any and all other persons as may be necessary for authorization to cablecast the program material.  

2. Labels – Before cablecast, all videotapes/DVDs must be clearly labeled with the following information on the box spine/case and on the tape/DVD: (use only full face labels on DVDs or use a sharpie)
a. Title of program and unique episode identifier (episode number or topic/name of guests)
b. Date of production 

c. Producer’s name 

d. Length of Program (total run time) 

e. Audio specifications (Channel 1 or Channel 2) 

3. The beginning of a cablecast program must include the following, in this order: 

a. For VHS – 30 seconds of black 

b. For DVDs – 3 to 5 seconds of black

c. No Bars/Tone/Leader/Slate or Menu in the beginning of any show (VHS or DVD) 
4. The end of a cablecast program must include the following, in this order: 

a. Appropriate production credits
b. Copyright 

c.    60 seconds of standard black 

5. Videotapes/DVDs owned by the Access User must be picked up within thirty (30) days of  the last cablecast.   

     After sixty (60) days, Comcast assumes no responsibility. 

6. Tapes scheduled for cablecasting must be brought to the staff at least one week prior to regular scheduled air 
     time, unless otherwise arranged with the Access Coordinator. 

 D. Technical Standards 

Programming must meet minimum quality standards for cablecast. Comcast reserves the right to pre-screen programs. If programming does not meet minimum technical standards and/or does not comply with FCC regulations and the law, Comcast will refuse the request for playback. 

1. All VHS videotapes/DVDs supplied for cablecast must be in SP mode.
2. Videotapes/DVDs must be of such quality that a processing amplifier used by the channel will accept the signal. If the amplifier will not accept the signal and the resulting picture is unstable, the videotape/DVD may be rejected. 

3. Audio quality of all videotapes/DVDs will be constant and of sufficient level  to permit adequate reproduction  on Comcast transmission equipment. 

4. If staff notices an abnormal number of production problems with a videotape (i.e. poor audio or video), the program could be removed.  Reinstatement of such program will occur when corrections are demonstrated with two consistence programs. 

E. Credits/Disclaimers/Labeling of Sensitive Material 

 Comcast reserves the right to have included the following notice before and/or after a program: “The views expressed on the following [or “preceding”] program are those of the individual producer and do not reflect those of Comcast.  Comcast is not responsible for the production or quality of the tape being cablecast.” 

If Comcast makes a good-faith determination that the subject material in a program may offend some viewers and/or may not be appropriate for children, Comcast may require that the following announcement be added to the beginning of the program: “The following program may contain sensitive material. Viewer discretion is advised.” 

F. Grants, Underwriting and Sponsorship 

Underwriting for programs must be for goods and services or in-kind contributions that aid in developing and improving the program. Credit for underwriting will be similar to the following: “Goods and services used in the production of this program were contributed by [company name].”  The credits will be shown at the end of the program. 

Comcast must be notified that a program will be underwritten at the time the program proposal is submitted. 

G. Personal Profit/Commercial Use 

Individuals, non-profit organizations, or any other Access Users may not use all or any part of the program for personal profit or gain. Access Users found to be using their show for personal profit will be subject to loss of privileges and may be require sharing such profits in order to compensate for time used on the channel.

Reimbursements for profit making programs are as follows: 

a. The selling of advertisements before, during, in credits or at the end of your program that airs.
H. Locally Produced Programs within the Comcast Footprint
Programs that are produced within the Comcast Footprint can be aired on the Public Access channel that coincides with the producer’s residence.  
1. Any public, non-profit organization or state agency can air a program with only one representative as the  

     access user. The producer does have to be based in the community that Comcast is serving and 
     the representative must be able to furnish proof that it does live in that community, 
     i.e. representative must be a resident of the community who will sign an Access User Agreement. 

3. If any access users would like to have their program air in different Comcast communities, they must have a sponsor who lives in that community to sign an Access User Agreement.  They must provide prove of residence.  Also the access user must supply another copy of their program to be aired on that communities’ playback facility.
I. Programs produced outside of Comcast Footprint and out of state 
Programs that are not produced in the Comcast footprint, but rather, it is pre-produced and pre-recorded material that is shipped or brought to operators for PEG Access use.  These programs must be strictly non commercial, and technical and production quality must be high. Locally produced programs will receive priority scheduling. 

1. Program may be required to have a local wraparound in order to be played on a Comcast Access Channel.  

a. A wraparound is considered to be an opening, or introduction, to the material or an outro, or ending, which is edited at the start or end of each episode. The wraparound need not be moving video or include the resident/sponsor himself. A graphic will suffice. 
IV. USE OF FACILITIES AND EQUIPMENT 

Comcast’s channels are a medium for expression and free speech. No individual will be denied the use of the facilities on the basis of race, sex, age, physical disability, religion, or political belief. It is hoped that PEG Access residents, non-profit organizations, and institutions will utilize this resource as a means to produce a wide variety of programs. 

A. Eligibility to Use the Public Access Channel 

1. To air a program on Comcast public access channel, the user must fill out an Access User Form, provide prove of residence, and submit a copy of their program before the program will be given a time slot in the community for which they reside. 
2. The access user must read and sign this Operating Policies form.  
3. When all paperwork is received the access user will then be eligible to air their program in the community for which they reside.  
4. To air their program in other Comcast Communities, the access users must have a sponsor who lives in that community to sign an Access User Agreement.  They must provide prove of residence.  Also the access user must supply another copy of their program to be aired on that communities’ playback facility.
B. Volunteer Standards of Conduct for Non-Comcast Employees 

1. Appropriate, professional, and respectful behavior is expected at all times. Violent behavior will not be tolerated. This includes threatening or intimidating language, any form of physical assault such as striking or manhandling another person, or fighting. Weapons, or any objects resembling weapons, are prohibited while on or in Comcast facilities. 

2. Respect. Behavior that could be construed as threatening or harassing (including sexual harassment) toward fellow volunteers, customers, vendors, or employees will not be tolerated. 

3. Honesty and accuracy. Dishonesty with employees or falsifying records or any other access-related documents will not be tolerated. 

4. Be courteous and polite to others, including employees, other volunteers, and guests of the facility. 

5. Drug-free environment. Carrying and/or being under the influence of drugs or alcohol at any time while on Comcast property, or while using Comcast Access equipment, is prohibited. 

6. Smoking is permitted only in designated outdoor areas. 

7. Company property and facilities are accessible only with proper authorization. 

8. Privileges may be lost for engaging in any other conduct that Comcast deems unacceptable. 

V. PROGRAM CONTENT 

Access Users of public access channels and program producers are fully responsible for the content of all program material. 

A. The following material is prohibited: 

1. Obscene and indecent material. This type of programming is not permitted on cable television by federal 
     law. 

2. Material which constitutes libel, slander, invasion of privacy or publicity rights, or which might violate 
     any other local, state or federal law. 

3. Programs containing material that violates copyright or trademarks. Use of such material generally 
     requires obtaining appropriate rights from music licensing organizations, publishers, representatives, 
     copyright holders, broadcast stations, networks and any other persons as may be necessary for cablecast.  

     Access Users may be asked to furnish written authorization for use of such materials. 

4. Program material that creates the immediate danger of damage to property for injury to persons; the    

     substantial obstruction of law enforcement or functions or services; the deprivation of any person by    

     threat, threat of force or physical action through the exercise of a legal right, or the disturbance of any     

     person in the enjoyment of a legal right; or the creation of a public nuisance. 

5. The direct or indirect presentation of lotteries or lottery information, except for announcements pertaining 
     to state-sponsored lotteries. 

6. By law, Comcast may not exercise any editorial control over Public, Educational, or Governmental uses   

    of access channels. 
C. FCC Regulations Regarding Political and Issue-Oriented Programs 

Most FCC regulations applying to political candidates and issues do not apply to public access. The two best known rules are the Equal Opportunity or "Equal Time" Rule, which applies to political candidates and the Fairness Doctrine (no longer in force for broadcast stations), which stated that broadcast programmers must give time, not necessarily equal, to diverse sides of controversial issues of public importance. The FCC "Personal Attack" rule also does not apply to public access. 

1. Political Candidates and Access
Although FCC regulations concerning equal time for political candidates do not apply to public access programming, access corporations and Access Users can avoid any appearance of favoritism if they abide by the Equal Opportunity rules. 

 
2. Coverage of Public Affairs Issues and Access 

Public Access Users are under no legal obligation to show any viewpoint other than their own. Residents with diverse viewpoints are encouraged to use public access to express those ideas. 

VI. GRIEVANCES 

A. Grievances -- Any grievance regarding the channel time allocation or any other matter regarding Comcast facilities should first be discussed with the Access Coordinator. If that does not provide an acceptable solution, a grievance may be filed in writing with the Area Programming Manager. 

VII. BULLETIN BOARD ANNOUNCEMENTS 

A. Eligibility 

A text information service is available, free of charge, to non-profit organizations providing public service announcements and/or event information to the municipality. 

B. Procedures 

1. To place a message on the Community Bulletin Board, a Community Bulletin Board Form must be filled out and: 

a. return by mail, or 

b. fax, or 

c. e-mail 

2. Message request should be submitted three (3) weeks prior to the event date. Message received less than three weeks prior the event date will not be guaranteed to be posted.
3. General messages that do not pertain to a specific event will be shown as long as possible depending on available space. In order for the message to be renewed, a request must be re-filed every three (3) months. 

ACCESS USER AGREEMENT for the Dearborn/Woodhaven Systems
1. I have read and am thoroughly familiar with the contents of the Comcast operating rules. 

2. As the program producer, I will be responsible for the content of program material to be taped and/or  

     cablecast by me and agree that such program material will not include. 

a. any obscene or profane material; 

b. any lottery or lottery information; 

c. any advertising

d. any direct or indirect solicitation of money, except where exempted under these rules; 

e. any material which constitutes libel, slander, invasion of privacy or publicity rights, violation of trademark or copyright, or which might violate any local, state or federal law. 

3. I acknowledge that the producer is responsible for obtaining all approvals, clearances, licenses, etc. for the use  

    of those program materials; including, but not limited to, approvals by broadcast stations, networks, sponsors,     

    music licensing organizations, copyright owners, performer's representatives, persons appearing in the  

    program material and any other approvals that might be necessary in order to cablecast the program on  

    Comcast. 

4. I indemnify and hold Comcast harmless against any claims arising out of any use of the program material that  

    I cablecast or any breach of this Access User Agreement; including, but not limited to, any claims in the    

    nature of libel, slander, invasion of privacy or publicity rights, noncompliance with applicable laws and 
    unauthorized use of copyrighted material. 

5. I agree that I shall not represent myself or any other person involved in programming as an employee, 
    representative, or agent of Comcast, unless specifically authorized by Comcast to do so. 

6. I shall not use Comcast channels for any financial gain or other commercial purposes. 

7. I understand that violation of the terms of this statement is grounds for forfeiture of the right to use Comcast  

    channel time. 

Printed Name _________________________________________________________________________________

Signature  ____________________________________________________________________________________
Name of show __________________________________________________________________________________

Today’s Date ___________________________________________________________________________________

