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The purpose of this document is to clearly set forth
the rules and procedures that govern the operation of
the Puget Sound Access (PSA) facilities and channel.

These rules and procedures are intended to encourage
participation by individuals and groups from PSA member
cities in a fair and equitable manner.

PSA reserves the right to restrict any person from
using PSA facilities for violation of these or other
policies that result in the disruption of PSA activities
and operations.

These policies may be revised by the PSA Board of
Directors in response to the changes we face as demand
onh our resources increases. Approved changes to these

policies will be published and disseminated to the

members and funding jurisdictions of PSA. Every effort will
be made to notify all members of policy changes.

S
S
o
-
-
-
s & Procedures HandDoOk e fam
.
-
-
2
e
o
O
-
—




Our Mission
To empower PSA members to produce television

programming responsive to the diverse range of
perspectives, issues, &
interests of their communities.

LOCATION
22412 72nd Ave South Bidg C
Kent, WA 98032
253-479-0200
EMAIL

info@pugetsoundaccess.org
WEB
www.pugetsoundaccess.org

SIGNIFICANT DATES

Puget Sound Access may be closed on the following days: New Year's Eve & Day,
Martin Luther King Jr. Day, Memorial Day,
Independence Day & Labor Day, Presidents Day, Veterans' Day, Thanksgiving Day, the
day after Thanksgiving, Christmas Eve Day, Christmas Day

The intent of these policies is to provide rules that are reasonable, clear, fair, and
can be fairly enforced. If a member has questions concerning current policies and
practices, he/she is encouraged to discuss them with the PSA staff.

Members are required to acknowledge receipt of these operating policies.

This book describes the policies guiding membership, training, program production,
channel use, and user responsibilities. These policies are designed to be flexible and
change as needs evolve. They are guided by the following: The Constitution of the
United States of America; The Washington State Constitution; The Cable
Communications Policy Act of 1984, as amended; the Cable Consumer Protection Act
of 1992, as amended,; The Telecommunications Act of 1996, as amended,; other
applicable federal and state laws and court decisions; PSA Bylaws,; PSA service
contracts with the cities of Auburn, Burien, Kent, Renton, SeaTac, and Tukwila and
the cable franchise documents for these member cities



1. WELCOME TO PSA

1.1 Our Values
1.2 Statement of Purpose
1.3 Introduction
1.4 PSA Board of Directors
1.5 Definitions
1.6 Non-Discrimination Policy
1.7 PSA Records
2. MEMBERSHIP

. igibility
2.2 Relationship Between PSA and Members
2.3 Individual Members
2.4 Organizational Members
2.5 Membership Fees
2.6 Non-Residents
2.7 Scholarships

3. TRAINING

3.1 Eligibility
3.2 Orientation
3.3 Production Workshops
Provider
Production
Camcorder
Editing
Studio
0 0 l D M N\

I\E

.1 General Guidelines

4.2 Financial Responsibility

4.3 Portable Equipment

4.4 Studio

4.5 Editing

4.6 PSA Production Services

4.7 Production Partnerships with PSA

5. PROGRAMMING & CHANNEL USE
.1 Program Rights

5.2 Program Support and Underwriting

3 Program Content

4 Potentially Indecent and/or Erotic Programming
5 Program Scheduling

6 Political Programming

7 Programming Preview

8 Program Archival

9 Media & Dubbing

10 Program Liability

11 Technical Requirements

12 Public Service Announcement Display
6. CONDUCT

5.
5.
5.
5.
5.
5.
5.
5.
5.
5.

6.1 Suspension of Privileges
6.2 Disciplinary Actions
6.3 Dispute Resolution and Appeal Process

7. PSA FORMS

Ll
—
(=4
&)
. |
Ll
=
—
=
o
[« 4
Ll
(22 ]
—
Ll
—
(=)
=
=
[—
—
-_—
Ll
—
——
-
(=4
Ll
Ll
o
-
el
Ll
-_—
-
<
= =
(&
=
O
-
(=]
-_—
=4
(&




1. WELCOME TO PSA

1.1 Our Values

Bringing Local €vents
to the
Viewing Audience

Community Partnerships
Diversity

€ffective Use of
Technology

Fiscal Responsibility
Open €xchange of Ideas
Inclusivity

Lawful Free Speech

Mecdia Training &
Literacy

Open Access to
Information

1.2 ment of Pur

Puget Sound Access(PSA)isa501(c)(3) non-profit corporation
established to administer the use of community access
channels and facilities dedicated to providing equipment and
services to the residents of South King County.

PSA coordinates outreach, training, production, playback,
and promotional activities to achieve these goals.

PSA wants to make available to cable viewers programming
that reflects the interests and serves the needs of every
segment of the community.

PSA is unequivocally committed to the expression of lawful
free speech. Our responsibility is to assist, to the best of
our abilities, all residents, non-profit organizations, schools,
and local government agencies in South King County in the
production of their programs.

We encourage high technical quality in programming that
leads to entertaining, diverse, informative, challenging,
and interesting programs, and incorporate these values in
programming that is an asset to our member cities.

1.3 Introduction

PSA signed service contracts in June of 2000, with the cities
of Auburn, Burien, Kent, Renton, SeaTac, and Tukwila to
develop and manage community access programming.

1.4 PSA Board of Directors

The PSA Board of Directors is a self-appointed volunteer
board. Each member serves a two-year term. The board
sets policies for the organization. These policies are then
implemented through procedures determined by the
Executive Director. The Executive Director also gathers
information and suggestions from members, board, staff,
and volunteers at PSA, and relays this input to the Board.



1.5 Definiti

"Advertising" Material designed to promote a
commercial service, business or product.

"Channel" A channel on the Comcast cable system
in greater South King County that is administered by
PSA.

"Equipment" Any and all video and audio equipment
available for the production of community access
programming.

"Erotic Material™ "Motion pictures, photographs,
pictures, printed material and other such objects
depicting: human sexual intercourse; direct physical
stimulation of unclothed genitals; flagellation or
torture in the context of sexual relationships; or

an emphasized depiction of bare adult genitals;
provided, however, that this definition applies only to
those works which, applying the average standards
of the city, taken as a whole, appeals to the prurient
interest of persons and which lack serious literary,
artistic, political or scientific value.

"Facilities/Premises" The building, parking lot, and
other property currently under control of Puget Sound
Access.

"Funding Jurisdiction" Local jurisdictions that have
a service agreement with PSA.

"Import Program" Non-commercial programs
produced by a person or organization not residing in a
PSA member city.

"Indecent Material" Defined by the courts as the
repetitive and deliberate use of language or material
that depicts or describes, whether directly or by
innuendo, in terms patently offensive as measured by
contemporary community standards for the broadcast
medium, sexual or excretory activities or organs. For
example, extreme physical violence or degradation,
nudity, graphic depiction of medical procedures,

and repetitive use of profanity would be considered
"indecent". Profanity includes, but is not limited to,
words such as those identified in FCC vs. Pacifica.

"Individual Member" PSA members who have
successfully completed a PSA training workshop
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or demonstrated to PSA staff, a sufficient
working knowledge of the facilities and
equipment available to them and is current on
membership dues.

"Local Program" Non-commercial programs
produced within a PSA member city.

"Member City" Within the incorportated city
limits of a city in contract with PSA for cable
access services.

"Non-Profit Organization" Recognized by the
IRS as a 501(c)(3) tax exempt organization and
also registered with the State of Washington as
a non-profit corporation.

"Non-Resident" An individual who does not
live in a PSA member city.

"Obscene" Defined by applying the Miller

test: (a) whether the average person, applying
contemporary community standards would find
that the work, taken as a whole, appeals to the
prurient interest; (b) whether the work depicts
or describes, in a patently offensive way, sexual
conduct specifically defined by applicable state
law; and (c) whether the work, taken as a
whole, lacks serious literary, artistic, political or
scientific value.

"Organizational Member" Educational
institution, funding juristiction, government
agency, or non-profit organization that has
successfully completed PSA training and is
current on membership dues.

"Producer" A PSA member that has primary
content control and legal responsibility for
program content of programs submitted to PSA
for cablecast.

"Provider" A PSA member that provides
programming to PSA for cablecast and assumes
primary legal responsibility for the program
content.

"Resident" An individual whose principal
abode, within which the individual lives the
majority of the time, is within a PSA member
city.




1.6 Non-Discrimination Poli

No individual will be denied PSA membership or
access to any PSA equipment, facilities, or channel
time on the basis of race, sex, sexual orientation,
age, physical disability, religious or political belief,
or due to the nature of the programming interest.
Individuals that violate the policies and procedures
of PSA will be subject to disciplinary action outlined
in Section 6 of this document.

1.7 PSA Records

PSA maintains public records in accordance with
state and federal law. These records are available
for inspection during normal business hours.
Persons requesting review of these records must
submit a written request to the Executive Director,
which includes their name, address, and telephone
number and provide proof of identity.

2. MEMBERSHIP
2.1 Eligibility

PSA membership is open to residents, non-profit
organizations, educational institutions, and public
agencies located in the cities of Auburn, Burien,
Kent, Renton, SeaTac, and Tukwila. PSA Membership
is a non-voting membership to utilize equipment
space and exercise the right to cablecast on the
community access channel.

Membership is required before taking training
workshops or using PSA production equipment and
must be renewed yearly.

There are no age restrictions for PSA membership,
however, parents or legal guardians of members
under age 18 must sign the parental consent portion
of the PSA Statement of Compliance form when a
minor requests training and to allow the use of PSA
production facilities and equipment or schedules
programming on the channel.

In order to schedule a program for playback, check-
out equipment, obtain equipment certification or
enroll in a closed enrollment class, a member must
present a valid Washington State Drivers License or
Washington State ID containing a recent photograph
and current residency address or other valid proof
of residency.

PSA keeps photocopies of member IDs on file but
showing an ID may be required at any time. PSA
reserves the right to independently verify the
residency status of members.

2.2 Relationship E PSA and Mem!

PSA is a private non-profit corporation. Members
and producers are not agents or employees of PSA
and are considered to be independent producers
that create programming for themselves or the
organization they represent. At no time may any
individual or organization identify themselves as
an employee or agent of PSA or any of the funding
jurisdictions unless hired by PSA or the jurisdictions
to perform a service.

PSA exercises no control, beyond these policies,
over production activities by members except
when members have been recruited by PSA to crew
productions that are specifically coordinated by
PSA.

Members must not identify their production efforts
as being "for PSA", rather, producers should
indicate that their programs "will be seen on PSA
Channel 77".

2.3 Indivi | Member

Individual members must be residents within the
incorporated city limits of PSA member cities.
They may take training workshops and use the
PSA production facilities and equipment to create
programs to be cablecast on the access channel.
Individual members must provide to PSA a current,
accurate address of their primary residence.
Members should provide a current mailing address
if different from their residence.



2.4 izati L Meml
Organizational members must be either:

An educational institution, funding
jurisdiction, or government agency with
offices located in a PSA member city; or

A non-profit organization recognized
by the IRS as a 501(c)(3) tax exempt
organization that is registered with the
State of Washington and has a primary
place of business located in a PSA
member city.

This can be an independent organization,
or a duly recognized chapter, branch or
other division of a larger state, national or
international organization. PSA may request
proof of this registration and a current accurate
address of their primary location and mailing
address.

Organizational members must name a primary
contact person and may identify up to 4
additional representatives to be covered by the
organization’s membership. These individuals
may receive training and use PSA production
facilities to create programming on behalf of
the organization for cablecast on the access
channel. Organizations may have a maximum
of 5 people on their member roster at any one
time. Persons listed on an organizational
member’s production/training roster are
not considered individual members of
PSA.

Certified organizational representatives canonly
check out equipment and produce programs
that are sponsored by their organization. If
certified organizational members wish to use
PSA equipment to produce programming of
their own personal interest, they must become
an individual member.

2.5 Membership Fees
PSA chose a membership-based structure
to increase user accountability, demonstrate

commitment to the principals of cable access,
and help defray operating expenses.

Membership fees are collected following the
orientation workshop.

Membership fees are established by the
PSA Board of Directors and are subject to
change.

The PSA
membership fee
structure
is established
by the PSA Board of

Directors and is made
available at PSA and
online at
www.pugetsoundaccess.com

2.6 Non-Residents

Individuals who do not live in PSA member
cities are considered "Non-residents". Non-
residents may receive training and check-
out PSA production equipment only when
working on behalf of an organizational
member. Non-residents must be listed as-
such on the organizational member's roster.

Non-Residents cannot hold individual
membership.
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2.7 Scholarships

Waivers, fee reductions and scholarships may be
available to residents of member cities based on
financial need. Persons who receive a waiver of

membership fees are entitled to the same privileges
as paid members.

Persons may request a scholarship if they cannot
pay the membership fee for reasons of financial
hardship as defined on the scholarship application
form.

Scholarships must be renewed yearly. Individuals
with limited revenue may, with approval of the
PSA Executive Director, arrange for an in-kind
contribution in exchange for their membership.

PSA shall designate all in-kind assignments, which
may include media production, administrative
services, or other appropriate duties depending on
PSA's needs and the member's skills.

3. TRAINING
3.1 Eligibilit

You must be a current individual member or an
authorized representative of a current organizational
member as described in Section 2.4 to take PSA
training workshops. Current PSA membership and
attendance at an Orientation meeting are required
before you may sign up for other training workshops.
Groups of 10 or more should contact the
Executive Director to schedule training.

3.2 Orientati

PSA Orientations are informational workshops
designed to ensure that participants understand their
rights and responsibilities as members, producers,
provider, and viewers. PSA Orientations are free and
open to the public. Following orientation, residents
are encouraged to become PSA members and sign
up for PSA workshops in TV production.
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Orientation is a prerequisite for all PSA
workshops

3.3 Production Workshops
PSA Production workshops are basic production
courses that offer hands-on training for PSA

members and are offered on a first come, first
served basis.

Completion of each workshop allows a member
to reserve and use that portion of the facility. For
example, after taking an edit workshop, a member
may reserve edit suite time.

If a member fails to show for a scheduled class
without notification to a staff member at least 24
hours in advance, they will be charged a fee. PSA
will attempt to place them in the next available
session.

All other workshops are available depending on
interests.

Producers may test-out of certain workshops
provided they can prove proficiency.

Members must take
the provider workshop

to submit a program for
cablecast.




PSA WORKSHOPS

|_| Provider (required to provide a progam) - The rules and regulations that
govern providing programming to cablecast on the channel. Introduction
to the online web reservation system. Upon completion, members can
provide a program to be cablecast on the access channel.

|_| Production (required to produce a program) - Intimate, interactive
workshop on what it takes to produce videos, both in studio and in the
field. Topics include budgeting for a project, equipment needs, working
with volunteers, shooting to edit, and writing a script. Upon completion,
members can produce a program to be cablecast on the access channel.

| Camcorder - Camcorder basics and introduction to accessory equipment,
such as the portable light kit, to shoot productions on location. Upon
completion, members can use the camcorder package to produce a
program to be cablecast on the access channel.

|_| Editing - Digital editing basics. How to import, edit and export footage.
Upon completion, members can use PSA editing suites to produce a
program to be cablecast on the access channel.

|_| Studio - How to direct, light, run robotic camera-system, audio engineer,
and run the character generator. Upon completion, members can use
the studio to produce a program to be cablecast on the access channel.




4. PRODUCTION EQUIPMENT

.1 neral idelin

PSA staff will treat members in a courteous,
client-oriented fashion and assist members in
fulfilling their production goals. PSA staff will also
be engaged in productions for the channel. PSA
staff will not produce a program for members but
will provide suggestions on technique, equipment,
and production planning that can help to ensure a
successful project.

Prior to making any equipment reservations,
members must complete and submit a Project
Proposal Form for each new project, initially
provided at the producer workshop. Members may
have a maximum of 3 projects in production at one
time.

PSA production equipment and facilities are
made available on a first come, first served
basis, to members that have completed
PSA workshops or have provided proof of
proficiency. Only current members are allowed to
reserve or operate PSA equipment. PSA production
equipment must be utilized to create programming
that will be seen on the access channel. PSA
equipment designated for producer use is not
available for rent, personal use, or commercial
production.

Studio productions, editing, and equipment check-
out must be scheduled during regular facility hours
or online through the PSA web reservation system.
Hours for portable equipment check-in/check-
out may be different than regular facility hours
and will be posted. Studio, edit, and equipment
reservations are taken by staff only. Voice-mail and
email messages do not constitute a reservation.

A member is considered a "no-show" if they are
20 minutes late without advising PSA. The time
reserved will be made available on a first come, first
serve basis.
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Certified members who are repeatedly
late returning equipment, fail to cancel
reservations, or violate any other PSA policies
will be subject to disciplinary action, as defined
in these policies.

PSA reserves the right to adjust equipment use and
project maximum policies as needs arise.

4.2 Financial Responsibility

Certified members must sign an Equipment Use
Agreement accepting to reimburse PSA for repair or
replacement of any equipment that is damaged, lost
or stolen while in their possession. If the member is
under age 18, a parent or legal guardian must sign

the Equipment Use Agreement.
4.3 Portable Equipment
Portable equipment includes camcorders, tripods,

light kits, audio equipment, and other accessories
for remote productions.

Portable equipment may be reserved for 48 hours
at a time. Portable equipment reservations may
be extended if the additional time has not been
reserved by another member provided the PSA staff
is notified. Reservation extensions will be granted
no sooner than 7 days prior to the reservation
date. Camcorder reservations will be taken up to 2
months in advance. No more than 2 camcorders may
be reserved for any one project at a time. No more
than 2 camcorders may be checked out by any one
individual.

Only certified members are allowed to operate
the portable equipment.



4.4 Studio

Studio includes the control room, studio room,
and all other equipment in them for live or taped
productions. Studio requests are not confirmed
until they have been reviewed and entered into
the studio reservation system. Studio time is
scheduled in conjunction with the programming
season.

PSA members may book a maximum of 4
hours per studio reservation. The total
number of hours an individual may reserve
during the programming season will be based
on the demand for the resource. Only current
members with studio certification may be
used as crew for studio productions.

No food or drink is
allowed in control

room or studio.

Studio productions must be completed
at least 15 minutes prior to the end of
the reserved time in order for staff to do
a walk-through and complete check-in
procedures.

The studio must be left in a clean, orderly state,
with all equipment in a "normal" setting and
ready in time for the next production. Refer
to the posted studio rules and checklist for
details.

No food or drink is allowed in the control room
or studio. If you are bringing food for your crew,
please use a PSA designated area.

Pagers and cellular phones should be turned off
or put in silent mode during productions.
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1.5 Editi

Only current members certified to use
the editing equipment may reserve edit
time. Certified members may reserve a
maximum of 4 hours per reservation.
Edit reservations will be taken up to 2
months in advance. No food or drink is
allowed in the edit bays.

4.6 PSA Pr ion rvi

PSA may be hired to produce programs
for member cities or may contract to
additional cities to help offset costs. PSA
staff can not be hired for commercial
projects as employees of PSA. PSA staff is
allowed to produce programs for non profit
organizations and to promote PSA at the
discretion of PSA management. A rate sheet
is available upon request.

+.7 Production F hi ith PSA

As a service to producers and member
cities, PSA may choose to be a co-applicant
for a grant or use it's non-profit status to
assist a producer in securing a grant. In
all situations, PSA will administer a 20%
administrative fee for all monies received.
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5.PROGRAMMING & CHANNEL
USE

5.1 Program Rights

PSA members are the owners of the programs they
create and as such retain the copyright for their
program. Programs produced with PSA equipment
must be intended for cablecasting on the PSA
channel.

PSA recognizes that additional uses occasionally
develop that were not part of the primary intent
of the producer. Producers may take advantage of
these unanticipated opportunities only when:

A Program Contract has been filed for
cablecast on PSA's channel prior to any other
use.

Any use of the program for fund raising
activities must be by an organization that
has been granted 501(c)(3) tax exempt
status by the Internal Revenue Service.

The producer notifies PSA's Executive Director
in advance of the additional unanticipated
use of the program.

No other PSA policy is violated. If this
policy is violated, the producer may
have member privileges suspended or
revoked.

There is absolutely no distribution of programs for
profit.

PSA reserves the right to retain one copy of selected
programs for cablecasting and archival purposes.
PSA may request but not require that programs
be used for promotional purposes or distribution to
other access centers.

.2 Program rt an nderwritin

Members seeking underwriting, whether cash or in-
kind contributions, must obtain written approval for
the underwriting activity from the Executive Director

prior to contacting potential contributors.

Members may not solicit or receive personal
financial compensation for the production of their
own programming.

All underwriting and in-kind contributions must be
described on the Program Contract. All contributors
must be acknowledged in the program closing
credits. In addition, producers may acknowledge
contributors once every 30 minutes during the body
of the program. Programs less than 30 minutes in
length may have 1 contributor acknowledgment in
addition to the closing credit.

Underwriting credits must be formatted as such:

The credit may use full or partial screen
with plain background or over program
video with or without voice-over for a
maximum of 10 seconds.

Service descriptions, photographs or video of
business locations, business logos and business
addresses are not permitted.

There is absolutely
no distribution of

programs for profit.




2.3 Program Content

PSA encourages community producers to exercise the responsible expression of their
1st Amendment rights. Program producers and/or sponsoring agencies are held
solely responsible and legally accountable for the content of their programs and as
such may be subject to prosecution for the cablecast of illegal material.

Producers and/or authorized representatives of organizations supplying programs are required
to complete a PSA Program Contract that truthfully and accurately describes the program or
series they are submitting for cablecast. Should the program(s) deviate from that described in
the original Program Contract, a revised Program Contract must be completed before the
program is scheduled. Willful falsification of this document or material misrepresentation
of information required is grounds for revocation of membership privileges. Should a
court order be issued against a program or series for any reason, the cablecast of that
program or series will be suspended pending the legal decision.

The following content limitations apply to any and all programs or messages cablecast on the
access channel administered by PSA. Community producers should seek staff assistance in
meeting these guidelines.

The following are absolutely prohibited:

Lotteries / Contests: Lotteries or contests that involve directly or indirectly the elements of
a prize, chance, and/or consideration. Reference section 76.213 of the rules of the Federal
Communications Commission.

Illegal Material: Material which would subject the producer or supplier to civil or criminal
prosecution under any applicable local, state, or federal law for production or presentation of
obscene or erotic material, slander or libel, invasion of privacy.

Licensed Material: Material that is copyrighted or subject to ownership or royalty rights, union
residuals, or other payment (e.g. music, written works, photographs, film, video) unless
producer has obtained all necessary permission, releases, licenses and made all necessary
payments to authorize cablecasting of any such material. PSA may require producers to provide
evidence of such payment or permission.

Advertising / Commercial Endorsements: Advertising or other material that is designed to

promote commercial businesses, the sale of commercial products, or purchase of professional
or commercial services. This includes but is not limited to, product or business endorsements
and/or service descriptions. For example: A program guest may be identified as "John Doe

- Owner ABC Business Supplies” but not "John Doe, owner ABC Business Supplies, the best
selection and the lowest prices in town." To advise viewers how to get more information about
program topics, program credits can include a contact name, phone number, web site or e-
mail address. Credits must be in accordance with underwriting guidelines in Section 5.2 of this
policy manual.

Unauthorized Fundraising: Solicitation of funds by organizations other than those pre-approved
by PSA that have been granted 501(c)(3) tax-exempt status by the Internal Revenue Service.
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5.4 Potentially Ind £ p .

PSA wants to provide parents and guardians with
a means of controlling the viewing of programming
with indecent material by children as well as provide
viewers with notification of programming with
potentially indecent material so they can make
informed cable viewing choices. PSA requires a
content advisory notice before each program
with potentially indecent content.

The content advisory notice must be formatted
as such:

The notice will use full screen with plain
color background for a minimum of 30
seconds.

While providing such notification, we do not wish to
preclude the opportunity for all forms of expression
on the PSA channel in accordance with all relevant
laws. Programming with potentially indecent
material as defined in these policies will be
scheduled between 12:00am and 5:00am.

Program h lin

PSA reserves the right to
programming as needs arise.

pre-empt

Any non-commercial program with a majority of
material produced by a PSA member city resident,
whether it was produced through PSA, a school or
other institution, or a private production facility
within PSA member city limits, is considered "local"
programming for purposes of scheduling.

Non-commercial  programming  produced by
non-residents is considered to be "imported"
programming. Only non-profit organizations
who are current organizational members
of PSA may request cablecast of imported
programming on the access channel.
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Local programming has priority over imported
programming when being scheduled.

Unless a program receives a special waiver, it
must be scheduled for cablecast at least 2 weeks
in advance. The program producer/provider must
complete a Program Contract acknowledging their
legal responsibility for program content.

Programs are scheduled on a first come, first
considered basis. PSA will post available time
slots and producers/providers may request specific
times for cablecast. PSA will make every effort to
accommodate these requests within the limits of
available channel time slots but will not guarantee
requests can be honored.

Any programming with at least 25% of the
same visual content as a previously submitted
or cablecast program will be considered repeat
programming regardless of program provider.

The number of repeat showings any program
receives after its first cablecast will be based on the
available channel time and may change as demand
for channel time increases. PSA reserves the right
to pre-empt program repeats to facilitate the
scheduling of special programming. PSA will make
a good faith effort to notify producers in advance if
their scheduled program is being changed.

Programs scheduled to air Monday - Friday must be
delivered to a PSA staff person 3 work days prior
to the air date. Programs that are scheduled to air
on Saturday or Sunday must be delivered no later
than 9:00pm on Thursday. Programs not delivered
in accordance with this schedule may be delayed for
playback. PSA reserves the right to change delivery
requirements.

The intent of channel scheduling is to allow
viewers and producers/providers ease of
access and use of channel capacity. PSA will
not allow channel monopolization of any sort

by any individual or organization.



SERIES PROGRAMS

To obtain a series slot a producer must sign a
Program Contract and request a series timeslot.
Producers must provide 2 programs to PSA staff
prior to scheduling.

Exceptions: live series do not need any recorded
programs on hand; series featuring timely
commentary need only 1 recorded program on
hand.

Series programs will be assigned a regular time
slot for at least 6 months. In order to make time
available for all current and future programs, PSA
reserves the right to make schedule changes.

Each series producer must submit a never-before
seen program in accordance with the time frame they
have agreed to in the Program Contract, unless
they notify the Executive Director in advance.

If a new episode is not received as scheduled,
PSA reserves the right to schedule substitute
programming. If a new episode is not received by
the end of the agreed upon grace period, the series
time slot will be discontinued.

5.6 Political P .

Any program describing or endorsing declared
political candidates or describing ballot issues that is
directly related to a current campaign is considered
"Political Programming." Programs which include
appearances by incumbents acting in their current
elected or professional capacity are not included in
this definition.

Each political program produced by PSA and for
which PSA has direct editorial control will be non-
partisan and will provide an equal opportunity for
all candidates or parties concerned to participate.
If a candidate or issue representative declines to
participate, PSA will not be obligated to provide
other opportunities.
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PSA encourages local community producers to

provide like opportunities when they produce
programs about political candidates or ballot
issues.

5.7 P ing P .

PSA reserves the right to require a mandatory pre-
cablecast review by the PSA Executive Director
PSA Board of Directors, or assigned staff, of any
production which, as described in the Program
Contract, portrays or depicts material considered
sensitive for children under federal law.

Additionally, if the PSA staff has reason to believe a
program violates any PSA policy, the PSA Executive
Director or assigned staff may preview the program
or refer it to the PSA Board of Directors for review
and policy interpretation. PSA reserves the right
to suspend a program until a determination
regarding the potential violation has been
made by the Board of Directors. Reasonable
effort will be made to notify the producer/provider
of the status of the program. Likewise, management
reserves the absolute right to terminate, in progress,
the cablecast of any program it deems is in violation
of these policies. Decisions of the Executive Director
can be appealed as set forth by the dispute resolution
procedures described in these policies.

PSA reserves the right to
terminate, in progress, the

cablecast of any program it
deems is in violation of these
policies.




5.8 Program Archival

PSA will hold archival programs for 60 days
after last airdate. PSA reserves the right to
recycle all media after 60 days.

5.9 Media & Dubbi

Producers/providers must provide their own media
or may purchase media from PSA, at cost. PSA
staff will make copies of completed programs for a
nominal fee.

5.10 P Liabilit

Program producer/providers must accept by
signature the liability and indemnification
agreement portion of the Program Contract
acknowledging legal responsibility for program
content. If the producer/provider is under 18, a
parent or legal guardian must sign the program
contract. The content of programs presented on
the access channel is solely the responsibility
of the producer.

As such:

No liability for the content of access programs
for which PSA does not have direct production
control shall attach itself to PSA , the funding
jurisdictions, their agents or employees, or
the cable operator.

Applicants for cablecast time shall sign a
release which saves and holds PSA, the
funding jurisdictions, their agents and
employees, and the cable operator, harmless
for all damages or claims arising as a result of
the use of access channels by the applicant.

Locally produced programs must include
the producer's/provider's name in the opening
& closing credits.

Imported programs must include the name and
current, working toll - free telephone number
of the providing organization.
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All program producers/providers must
provide to PSA a current, working telephone
number or mailing address where they can
receive messages or comments about their
program.

5.11 Technical Requirements

Programs submitted for playback must have
technical standards high enough to deliver a
clear, consistent and unbroken picture to cable
subscribers. Audio must be clearly understandable
and at audible levels without distortion.

PSA will accept the following for playback:
DVD * VHS * SVHS * Mini-DV

All programs submitted on a SVHS or VHS tape
must be recorded at SP. Program audio for SVHS
must be recorded in "normal”. All formats must
have audio recorded to cablecast for mono output.
PSA requests 72 hours to import tape programs to
the server for playout.

Programs submitted on DVD must be in a format
supported by PSA.

Programs must have a minimum of 10 seconds of
video black prior to the program beginning and
a distinct end with black recorded for at least 10
seconds following.

PSA reserves the right to reject programs that
do not meet technical standards.

5.12 Public Service A t Displ

PSA will cablecast computer generated screens, when
time is available on the channel, consisting of public
service announcments and program schedules. Use
of the public service annoucement display is open
to any non-profit organization or public agency
located in PSA member cities. The community board
may be used to announce meetings, events, and
activities that are open to the public. Commercial
advertisements will not be accepted.



Code of Conduct

The following acts are prohibited:

False information: Intentionally providing false
information to PSA for the purpose of obtaining
membership services, access to channel time, or
to avoid determination of facts in accordance with
any PSA investigation or hearing

Misrepresentation: Individuals and organizations
must not identify themselves as being an employee
or agent of PSA or the funding jurisdictions unless
hired by PSA or the jurisdictions to perform a
specific service.

Destroying or damaging property: Intentionally
and/or recklessly destroying or damaging PSA

property or the property of others on PSA premises
or at PSA sponsored events or activities.

Drugs/alcoholic beverages: Use, possession or
distribution of any controlled substance, illegal
drug, or alcoholic beverage on PSA premises or
at PSA sponsored events. Appearance at any PSA
sponsored event while intoxicated or under the
influence of a controlled substance is prohibited
and will be considered a violation.

Weapons, firearms, explosives and dangerous
chemicals: Use or possession of any weapon,
explosives, dangerous chemicals, substances
instruments or other weapons, as defined by
state law, which may be used to inflict bodily
harm on another individual or damage upon PSA
premises or PSA sponsored events is prohibited,
except when being displayed or demonstrated in
conjunction with a bona fide production, for which
prior permission has been granted by the PSA
Executive Director.

Harassment/physical harm: threatening,
intimidating or harassing another with intent
to substantially harm the person with respect
to his or her physical safety or mental health.
This includes causing physical harm to any
person or property on PSA premises or at any
PSA sponsored activity or causing reasonable
apprehension of such harm to another person.

Disrupting PSA functions: Intentionally and/
or recklessly interfering with the normal PSA
operations or with PSA sponsored activities.

Smoking: Smoking is prohibited inside the PSA
facilities.

Theft or conversion: Deprivation of another
person’s property including PSA property or
services without that individual’s or PSA’s
authorization.

Use of PSA name/logo: Unauthorized use of the
PSA logo, name, indicia, motto, or symbols for
any purpose without prior consent by the PSA
Executive Director.

Inappropriate behavior: Engaging in lewd,
indecent, erotic or obscene behavior or language
on PSA premises or at PSA sponsored activities.

Unlawful acts: Engaging in any unlawful act while
on PSA premises.

Trespassing: Unauthorized entry into restricted
areas.

It is within PSA’s rights to permanently revoke a

producer’s privileges and access to the facility
if a producer violates PSA policies.
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6. CONDUCT
6.1 Suspension of Privileges

Individuals and organizations who use the PSA
facilities and channels must agree to abide by all
PSA policies regarding the use of equipment or
channels for the production and presentation of
their programming. In addition, they are expected to
respect the rights and dignity of the staff and other
individuals in the facility. Conduct that discriminates
against or degrades any person will not be tolerated.
A reasonable standard of courtesy and respect must
be observed.

PSA reserves the right to restrict any person
from using PSA facilities for violation of this or
other policies that result in the disruption of
PSA activities and operations.

Parents/guardians are responsible for supervising
their children while in the facility.

PSA reserves the right to refuse on a temporary or
permanent basis or otherwise initiate disciplinary or
legal actions against individuals or organizations that
violate the Code of Conduct or otherwise interfere
with or jeopardize PSA operations or otherwise
violate these operating policies. Suspension/
termination of privileges may be appealed to the PSA
Board of Directors as described in these policies.

In addition to the Code of Conduct, individuals who
use the PSA facilities and/or channels must agree
to abide by the PSA procedures. Specific violations
are set forth in writing in order to provide notice to
all who use PSA facilities. They are not designed to
define violations in exhaustive terms. Individuals
may be accountable to both civil/criminal authorities
and PSA for acts which constitute violations of law
on or off the premises. Individuals shall be subject
to disciplinary action for violation of any provision of
the PSA policies.
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5.2 Discipli Acti

Engaging in any of the acts prohibited will
result in disciplinary action. Violation of any
other PSA policies may result in suspension or
revocation of privileges. The PSA Executive Director
will determine the termination or length of any
suspension based on circumstances surrounding
and the severity of the incident(s) that resulted in
the suspension. Services may also be suspended or
prohibited to individuals for criminal activities off-site
that may pose a danger to PSA or its operations.

5.3 Dispute Resolution & A Is P

It is hoped that disputes over policy interpretation
can be resolved by a good faith effort to reasonably
discuss the problem to arrive at an acceptable
solution for everyone involved. When this is not
acceptable or practical, a user may file a written
grievance with the Executive Director. The Executive
Director will review the grievance and attempt to
mediate a solution. If a mutually acceptable solution
cannot be reached, the Executive Director will make
a determination.

If an individual wishes to file an appeal to a decision
they should submit a Request for Appeal of
Decision to the Executive Director within 30 days
of the decision. The Executive Director will notify
the PSA Board of Directors and set a meeting date
within 30 days of the receipt of the request. The
appellant will be given the opportunity to address
the Board of Directors during the meeting. Decisions
of the Board of Directors are the final determination
regarding the issue.

Grievances relating to PSA staff conduct should be
addressed to the Executive Director. Grievances
relating to the conduct of the Executive Director
should be addressed to the president of the PSA
Board of Directors.



7. PSA FORMS

All members must have a PSA Membership Statement of Compliance form on file at PSA
with proof of residence in order to submit programming as well as take additional workshops.
Additional forms are available at Puget Sound Access and online at www.pugetsoundaccess.org.

NOTES
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