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    NHS-TV   Background   &   History  
 

WHO   ARE   WE?    www.mustang.media    A   high   school   television   and   media   program  
located   in   the   Norwood   Public   School   District   in   Norwood,   MA.   The   program   is  
comprised   of   students   grades   9-12   who   work   with   professional   broadcast   equipment  
and   utilize   a   full   capacity   television   facility   funded   by   the   N orwood    C ommunity    M edia  
group.     www.norwoodcommunitymedia.org  
 

WHAT   DO   WE   DO?    Produce   regularly-scheduled   programming   for   the   school   and  
community   cable   channels.   Student   media   productions   air   in-house   via   CCTV   system  
as   well   as   on   cable   television   via   NCM    (Verizon-34,   Comcast-12,   Norwood   Light-22) .  
Programs   also   broadcast   online   as   part   of   our   website   and   other   various   media  
outlets   such   as   youtube,   vimeo,   facebook,   instagram   and   snapchat.   
 

WHAT   TYPES   OF   PROGRAMS   DO   WE   PRODUCE?     Regularly   scheduled  
programs   include   NHS   Update,   Mustang   Magazine   and   Update   AfterDark.   Students  
also   produce   live   events   and   podcasts   including   sports,   music   and   drama  
performances   throughout   the   school   year.   
 

WHAT   PROFESSIONAL   ORGANIZATIONS   ARE   WE   AFFILIATED?   
NHS-TV   is   an   affiliate   of   Student   Television   Network   (STN),   National   Scholastic   Press  
Association   (NSPA),   the   New   England   Scholastic   Press   Association   (NESPA),   and   the  
Massachusetts   Scholastic   Press   Association   (MASPA).   Students   are   encouraged   to  
network   and   seek   feedback   from   industry   professionals   as   well   as   their   peers   from  
other   schools.   Students   from   the   NHS-TV   program   have   earned   more   than   100   state,  
regional   and   national   honors   since   2012.  
 

WHERE   DID   WE   COME   FROM?     Norwood   High   School   television   first   went   on   the  
air   back   in   1991.   Things   started   small   with   just   a   few   classes,   eventually   organizing  
into   a   daily   morning   news   show.   The   program   had   a   few   different   leaders   during   the  
early   years,   including   legendary   NHS   English   Teacher   Diana   Flemmer.   But   in   the   Fall  
of   2005   Anne   Krauss   took   over   and   helped   usher   in   a   new   era.   Krauss   is   credited   with  
coining   the   name    NHS-TV    and   laying   down   the   foundation   for   a   robust   tv/media  
program.   Under   Krauss’s   leadership    NHS   Update    arose   and   the   seeds   for    Mustang  

Magazine    were   planted.   Her   students   were   just   mastering   the   fundamentals,   but  
they   created   lasting   programs   such   as   the   late-night   hit    Update   AfterDark    that   is   still  
a   tradition   today.   In   the   Fall   of   2012,   Mr.   Jeb.   Brunt   became   the   adviser.   He   brought   a  
new   level   of   storytelling   to   NHS-TV   with   higher   expectations.   The   debut   of   Mustang  
Magazine,   with   a   healthy   online   and   social   media   presence   soon   followed.   In   the   fall  
of   2014   Mustang   Magazine   was   awarded   NSPA’s   Pacemaker   Award,   the   nation’s   most  
prestigious   student   journalism   honor.   In   2018   the   NHS   Update   program   was   honored  
with   it’s   5th   straight   STN   Broadcast   Excellence   Award   for   the   Northeast   Region.  
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   Mission   Statement  
 

The   mission   of   Mustang   Media   program   is   to   produce   content   that   accurately  
reflects   student   life   at   Norwood   High   School   and   in   the   surrounding   community.   Our  
programs   aim   to   tell   the   stories   of   the   interesting   people   in   and   around   Norwood  
High   School   and   to   report   the   news   in   a   fair   and   balanced   manner.   Often,   our  
programming   is   of   a   fictional   nature   and   does   not   represent   the   opinions   of   the  
Norwood   school   district,   administration   or   staff.   But   the   targeted   audience   are  
students,   and   the   main   goal   is   to   tell   the   stories   that   matter   the   most   to   us,   from   a  
teen   point   of   view.   The   Mustang   Media   program   provides   full   opportunity   for  
students   to   inquire,   question,   and   exchange   ideas.   Our   content   reflects   all   areas   of  
student   interest,   including   topics   about   which   there   may   be   dissent   or   controversy.   

 

   Code   of   Ethics  
 

It   isn’t   just   school   policy   that   student   journalists   and   filmmakers   have   the   right   to  
determine   the   content   of   their   own   student   media,   it’s   the   law!   Massachusetts   is   just  
one   of   a   dozen   states   that   have   officially   extended   those   rights   to   students.   The  
Mustang   Media   program   hopes   to   instill   these   first   amendment   principles.   Students  
determine   the   content   of   our   programming   and   are   held   directly   responsible   for   the  
airing   of   that   content.   They   are   critiqued   and   evaluated   on   a   regular   basis.   Students  
should   treat   this   responsibility   with   the   utmost   respect.   When   determining   what   airs  
on   our   shows,   or   what   goes   into   our   stories,   students   will   always   do   the   following:  

Be   professional.   Strive   to   produce   media   based   on   high   standards   of   accuracy,  
objectivity,   and   fairness.  
Be   Accurate.   Check   and   verify   all   sources   and   that   all   facts   and   figures   are  
accurate   before   airing   a   journalism   story.  
Seek   the   truth.   Review   material   to   improve   sentence   structure,   grammar,  
spelling,   and   annunciation.  
Avoid   airing   material   that   is   considered   obscene   to   minors,   libelous,   or   could  
cause   substantial   disruption   of   school   activities.  
Avoid   using   or   including   vulgar   language   unless   it   is   necessary   for   the   literary,  
artistic,   or   political   impact   of   the   piece.  
Avoid   heavy   topics   like   suicide,   sexuality,   and   substance   abuse   unless   the  
piece   fully   explores   the   consequences   and   ramifications   of   that   risky   behavior.  
Give   a   voice   to   the   voiceless,   do   the   innocent   no   harm.  
Avoid   being   the   mouthpiece   for   school   faculty   and   administration.   It’s   not   our  
job   to   promote.   
Consider   how   the   audience   will   interpret   a   piece   and   determine   the   best  
forum   available   for   broadcasting   that   message.  
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GUIDELINES   FOR   STUDENT   MEDIA  
(Adapted   from   Student   Press   Law   Center)  
 
I.   STATEMENT   OF   POLICY  
 

Freedom   of   expression   and   press   freedom   are   fundamental   values   in   a   democratic   society.   The   mission  
of   any   institution   committed   to   preparing   productive   citizens   must   include   teaching   students   these  
values,   both   by   lesson   and   by   example.  
 
As   determined   by   the   courts,   student   exercise   of   freedom   of   expression   and   press   freedom   is   protected  
by   both   state   and   federal   law,   especially   by   the   First   Amendment   to   the   United   States   Constitution.  
Accordingly,   school   officials   are   responsible   for   encouraging   and   ensuring   freedom   of   expression   and  
press   freedom   for   all   students.  
 
It   is   the   policy   of   the   Norwood   school   system   that   programs   created   for   Mustang   Media   ,   the   official,  
school-sponsored   student   media   of   Norwood   High   School   have   been   established   as   a   forum   for   student  
expression   and   as   a   voice   in   the   uninhibited,   robust,   free   and   open   discussion   of   issues.  
 
The   Mustang   Media   Program   aims   to   provide   a   full   opportunity   for   students   to   inquire,   question   and  
exchange   ideas.   Content   will   strive   to   reflect   all   areas   of   student   interest,   including   topics   about   which  
there   may   be   dissent   or   controversy.  
 
It   is   policy   in   the   commonwealth   of   Massachusetts,   and   within   the   Department   of   Education,   that  
student   journalists   shall   have   the   right   to   determine   the   content   of   student   media.   The   statute,   known   as  
the    Student   Free   Expression   Law ,   provides   students   attending   Massachusetts   public   high   schools   with  
added   protection   against   administrative   censorship.    But   some    expressions   are   not   protected   in   a  
school-setting.   Accordingly,   the   following   guidelines   relate   only   to   establishing   grounds   for   disciplinary  
actions   subsequent   to   publication.  
  
II.   OFFICIAL   STUDENT   MEDIA  
 

A.   RESPONSIBILITIES   OF   STUDENT   JOURNALISTS   -    Students   who   work   on   official,   school-sponsored  
student   publications   determine   the   content   of   their   respective   publications   and   are   responsible   for   that  
content.   These   students   should:  
   1.   Determine   the   content   of   the   student   media;  
   2.   Strive   to   produce   media   based   on   professional   standards   of   accuracy,   objectivity   and   fairness;  
   3.   Review   material   to   improve   sentence   structure,   grammar,   spelling   and   punctuation;  
   4.   Check   and   verify   all   facts   and   verify   the   accuracy   of   all   quotations;   and  
   5.   In   the   case   of   editorials   or   letters   to   the   editor   concerning   controversial   issues,   determine   the   need   for    
       rebuttal   comments   and   opinions   and   provide   space   therefore   if   appropriate.  

 

B.   UNPROTECTED   EXPRESSION   -    The   following   types   of   student   expression   will   not   be   protected:  
    1.   Material   that   is   "obscene   as   to   minors”.   Obscene   as   to   minors   is   defined   as   material   that   meets   all    
      three   of   the   following   requirements:  
         (a)   the   average   person,   applying   contemporary   community   standards,   would   find   that   
         the   publication,   taken   as   a   whole,   appeals   to   a   minor's   prurient   interest   in   sex;   and  
         (b)   the   publication   depicts   or   describes,   in   a   patently   offensive   way,   sexual   conduct   such   as   ultimate    
         sexual   acts   (normal   or   perverted),   masturbation   and   lewd   exhibition   of   the   
         genitals;   and;  
         (c)   the   work,   taken   as   a   whole,   lacks   serious   literary,   artistic,   political   or   scientific   value.  
          Indecent   or   vulgar   language   is   not   obscene.  
    2.   Libelous   material.   Libelous   statements   are   provably   false   and   unprivileged   statements   of   fact   that   do    
        demonstrated   injury   to   an   individual's   or   business's   reputation   in   the   community.   If   the   allegedly    
        libeled   party   is   a   "public   figure"   or   "public   official"   as   defined   below,   then   school   officials   must   show   
        that   the   false   statement   was   published   "with   actual   malice,"   i.e.,   that   the   student   journalists   knew   that   
        the   statement   was   false   or   that   they   published   it   with   reckless   disregard   for   the   truth   ?   without   trying   
        to   verify   the   truthfulness   of   the   statement.  
         (a)   A   public   official   is   a   person   who   holds   an   elected   or   appointed   public   office   and   exercises   a    
         significant   amount   of   governmental   authority.  
         (b)   A   public   figure   is   a   person   who   either   has   sought   the   public's   attention   or   is   well   known   because    
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         of   personal   achievements   or   actions.  
         (c)   School   employees   will   be   considered   public   officials   or   public   figures   in   relationship   to   articles   
         concerning   their   school-related   activities.  
         (d)   When   an   allegedly   libelous   statement   concerns   an   individual   who   is   not   a   public   official   or   a   
         public   figure,   school   officials   must   show   that   the   false   statement   was   published   willfully   or   
         negligently,   i.e.,   the   student   journalist   who   wrote   or   published   the   statement   has   failed   to   exercise   
         reasonably   prudent   care.  
         (e)   Students   are   free   to   express   opinions.   Specifically,   a   student   may   criticize   school   policy   or   the   
         performance   of   teachers,   administrators,   school   officials   and   other   school   employees.  
    3.   Material   that   will   cause   "a   material   and   substantial   disruption   of    Norwood   school   activities."  
         (a)   Disruption   is   defined   as   student   rioting,   unlawful   seizures   of   property,   destruction   of   property,   or    
         substantial   student   participation   in   a   school   boycott,   sit-in,   walk-out   or   other   related   form   of   activity.   
         Material   such   as   racial,   religious   or   ethnic   slurs,   however   distasteful,   is   not   in   and   of   itself   disruptive   
         under   these   guidelines.   Threats   of   violence   are   not   materially   disruptive   without   some   act   in   
         furtherance   of   that   threat   or   a   reasonable   belief   and   expectation   that   the   author   of   the   threat   has   the   
         capability   and   intent   of   carrying   through   on   that   threat   in   a   manner   that   does   not   allow   acts   other   
         than   suppression   of   speech   to   mitigate   the   threat   in   a   timely   manner.   Material   that   stimulates   
         heated   discussion   or   debate   doesn’t   constitute   the   type   of   disruption   prohibited.  
         (b)   For   student   media   to   be   considered   disruptive,   specific   facts   must   exist   upon   which   one   could   
         reasonably   forecast   that   a   likelihood   of   immediate,   substantial   material   disruption   to   normal   school    
         activity   would   occur   if   the   material   were   further   distributed   or   has   occurred   as   a   result   of   the   
         material's   distribution   or   dissemination.   Mere   undifferentiated   fear   or   apprehension   of   disturbance   is   
         not   enough;   school   administrators   must   be   able   affirmatively   to   show   substantial   facts   that   
         reasonably   support   a   forecast   of   likely   disruption.  
         (c)   In   determining   whether   student   media   is   disruptive,   consideration   must   be   given   to   the   context   
         of   the   distribution   as   well   as   the   content   of   the   material.   In   this   regard,   consideration   should   be   given   
         to   past   experience   in   Norwood   schools   with   similar   material,   past   experience   in   the   school   in   dealing    
         with   and   supervising   the   students   in   the   school,   current   events   influencing   student   attitudes   and    
         behavior   and   whether   there   have   been   any   instances   of   actual   or   threatened   disruption   prior   to   or   
         contemporaneously   with   the   dissemination   of   the   student   publication   in   question.  
         (d)   School   officials   must   protect   advocates   of   unpopular   viewpoints.  
         (e)   "School   activity"   means   educational   student   activity   sponsored   by   Norwood   High   School   and   
         includes,   by   way   of   example   and   not   by   way   of   limitation,   classroom   work,   official   assemblies   and   
         other   similar    gatherings,   school   athletics,   band   concerts,   school   plays,   and   in-school   lunch   periods.  

 
C.   LEGAL   ADVICE  
    1.   If,   in   the   opinion   of   a   student   editor,   student   editorial   staff   or   faculty   adviser,   material   proposed   for   
    publication   may   be   "obscene,"   "libelous"   or   would   cause   an   "immediate,   material   and   substantial   
    disruption   of   Norwood   school   activities,"   the   legal   opinion   of   a   practicing   attorney   should   be   sought.   
    The   free   legal   services   of   the   Student   Press   Law   Center   (703/807-1904)   is   recommended.  
     2.   Any   legal   fees   charged   in   connection   with   the   consultation   will   be   paid   by   the   board   of   education.  
    3.   The   final   decision   of   whether   the   material   is   to   be   published   will   be   left   to   the   student   editor   or   
    student   editorial   staff.  
 
D.   PROTECTED   SPEECH  
    1.   Norwood   school   officials   cannot:  
         a.   Ban   student   expression   solely   because   it   is   controversial,   takes   extreme,   "fringe"   or   minority   
         opinions,   or   is   distasteful,   unpopular   or   unpleasant;  
         b.   Ban   the   publication   or   airing   of   material   relating   to   sexual   issues   including,   but   not   limited   
         to,   virginity,   birth   control   and   sexually-transmitted   diseases   (including   AIDS);  
         c.   Censor   or   punish   the   occasional   use   of   indecent,   vulgar   or   so   called   "four-letter"   words;  
         d.   Prohibit   criticism   of   the   policies,   practices   or   performance   of   teachers,   school   officials,   the   school   
         itself   or   of   any   public   officials;  
         e.   Cut   off   funds   to   official   student   media   because   of   disagreement   over   editorial   policy;  
         f.   Ban   student   expression   that   merely   advocates   illegal   conduct   without   proving   that   such   speech   is   
         directed   toward   and   will   actually   cause   imminent   unlawful   action.  
         g.   Ban   the   publication   or   distribution   by   students   of   material   written   by   non-students;  
         h.   Prohibit   the   endorsement   of   candidates   for   student   office   or   for   public   office   at   any   level.  
    2.   Commercial   Speech   -   Advertising   is   constitutionally   protected   expression.   Student   media   may   accept   
    advertising.   Acceptance   or   rejection   of   advertising   is   within   the   purview   of   the   publication   staff,   which   
    may   accept   any   ads   except   those   for   products   or   services   that   are   illegal   for   all   students.   Ads   for   political   
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    candidates   and   ballot   issues   may   be   accepted;   however   publication   staffs   are   encouraged   to   solicit   ads   
    from   all   sides   on   such   issues.  
 
E.   ONLINE   STUDENT   MEDIA   AND   USE   OF   ELECTRONIC   INFORMATION   RESOURCES  
    1.   Online   Student   Media   
    Online   media,   including   internet   websites,   email,   listservs   and   social   media   groups,   may   be   used   by   
    students   like   any   other   communications   media   to   reach   both   those   within   the   school   and   those   
    beyond   it.   All   official,   school-sponsored   online   student   publications   are   entitled   to   the   same   protections   
    and   are   subject   to   no   greater   limitations   than   other   student   media,   as   described   in   this   policy.  
    2.   Electronic   Information   Resources  
    Student   journalists   may   use   electronic   information   resources,   including   Internet   websites,   e-mail,   
    listservs   and   social   media   groups,   to   gather   news   and   information,   to   communicate   with   other   students    
    and   individuals   and   to   ask   questions   of   and   consult   with   sources.   School   officials   will   apply   the   same   
    criteria   used   in   determining   the   suitability   of   other   educational   and   information   resources   to   attempts   
    to   remove   or   restrict   student   media   access   to   online   and   electronic   material.   Just   as   the   purchase,   
    availability   and   use   of   media   materials   in   a   classroom   or   library   does   not   indicate   endorsement   of   their   
    contents   by   school   officials,   neither   does   making   electronic   information   available   to   students   imply   
    endorsement   of   that   content.   Although   faculty   advisers   to   student   media   are   encouraged   to   help   
    students   develop   the   intellectual   skills   needed   to   evaluate   and   appropriately   use   electronically   available   
    information   to   meet   their   newsgathering   purposes,   advisers   are   not   responsible   for   approving   the   
    online   resources   used   or   created   by   their   students.  
    3.   Acceptable   Use   Policies  
    The   technical   and   networking   environment   necessary   for   online   communication   may   require   that   
    school   officials   define   guidelines   for   student   exploration   and   use   of   electronic   information   resources.   
    The   purpose   of   such   guidelines   will   be   to   provide   for   the   orderly,   efficient   and   fair   operation   of   the   
    school's   online   resources.   The   guidelines   may   not   be   used   to   unreasonably   restrict   student   use   of   or   
    communication   on   the   online   media.   Such   guidelines   may   address   the   following   issues:   file   size   limits,   
    password   management,   system   security,   data   downloading   protocol,   use   of   domain   names,   use   of   
    copyrighted   software,   access   to   computer   facilities,   computer   hacking,   etiquette   and   data   privacy.  
  
III.   ADVISER   JOB   SECURITY  
 

The   student   media   adviser   is   not   a   censor.   No   person   who   advises   a   student   publication   will   be   fired,  
transferred   or   removed   from   the   advisership   by   reason   of   his   or   her   refusal   to   exercise   editorial   control  
over   student   media   or   to   otherwise   suppress   the   protected   free   expression   of   student   journalists.  
 
IV.   NON-SCHOOL-SPONSORED   MEDIA  
 

A.   Non-school-sponsored   student   media   and   the   students   who   produce   them   are   entitled   to   the  
protections   provided   in   section   II(D)   of   this   policy.   In   addition,   school   officials   may   not   ban   the  
distribution   of   non-school-sponsored   student   media   on   school   grounds.   However,   students   who  
distribute   material   described   in   section   II(B)   of   this   policy   may   be   subject   to   reasonable   discipline   after  
distribution   at   school   has   occurred.  
 

1.   Norwood   school   officials   may   reasonably   regulate   the   time,   place   and   manner   of   broadcast   distribution.  
         (a)   Non-school-sponsored   media   will   have   the   same   rights   of   distribution   as   official   student   media;  
         (b)   "Distribution"   means   dissemination   of   media   to   students   at   a   time   and   place   of   normal   school   
         activity,   or   immediately   prior   or   subsequent   thereto,   by   means   of   broadcasting   on   the   closed   circuit   
         television   station,   on   the   internet,   or   by   use   of   various   social   media   platforms.   
2.   Norwood   school   officials   cannot:  
         (a)   Prohibit   the   distribution   of   anonymous   student   media   or   require   that   it   bear   the   name   of   the   
         sponsoring   organization   or   author;  
         (b)   Ban   the   distribution   of   student   media   because   it   contains   advertising;  
         (c)   Ban   the   sale   of   student   media;   or  
         (d)   Create   regulations   that   discriminate   against   non-school-sponsored   media   or   interfere   with   the    
         effective   distribution   of   sponsored   or   non-sponsored   media.  
 
B.   These   regulations   do   not   apply   to   media   independently   produced   or   obtained   and   distributed   by  
students   off   Norwood   school   grounds   and   without   school   resources.   Such   material   is   fully   protected   by  
the   First   Amendment   and   is   not   subject   to   regulation   by   school   authorities.   Reference   to   or   minimal  
contact   with   a   school   will   not   subject   otherwise   independent   media,   such   as   an   independent,  
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student-produced   website   or   social   media   account,   to   school   regulation.  
 
V.   PRIOR   RESTRAINT  
 

No   student   media,   whether   non-school-sponsored   or   official,   will   be   reviewed   by   school   administrators  
prior   to   distribution   or   withheld   from   distribution.   The   school   assumes   no   liability   for   the   content   of   any  
student   publication,   and   urges   all   student   journalists   to   recognize   that   with   editorial   control   comes  
responsibility,   including   the   responsibility   to   follow   professional   journalism   standards   each   school   year.  
 
VI.   CIRCULATION  
 

These   guidelines   will   be   included   in   the   handbook   on   student   rights   and   responsibilities   and   circulated  
to   all   students.  
 

 
 
M.G.L.A.   71   §   82   -   Right   of   Students   to   Freedom   of   Expression   (1988)  

The   right   of   students   to   freedom   of   expression   in   the   public   schools   of   the  
commonwealth   shall   not   be   abridged,   provided   that   such   right   shall   not  
cause   any   disruption   or   disorder   within   the   school.   Freedom   of   expression  
shall   include   without   limitation,   the   rights   and   responsibilities   of   students,  
collectively   and   individually,   (a)   to   express   their   views   through   speech   and  
symbols,   (b)   to   write,   publish,   and   disseminate   their   views,   (c)   to   assemble  
peaceably   on   school   property   for   the   purpose   of   expressing   their   opinions.  
Any   assembly   planned   by   students   during   regularly   scheduled   school   hours  
shall   be   held   only   at   a   time   and   place   approved   in   advance   by   the   school  
principal   or   his   designee.   No   expression   made   by   students   in   the   exercise   of  
such   rights   shall   be   deemed   to   be   an   expression   of   school   policy   and   no  
school   officials   shall   be   held   responsible   in   any   civil   or   criminal   action   for   any  
expression   made   or   published   by   the   students.  
 
**For   the   purposes   of   this   section   the   word   “student”   shall   mean   any   person  
attending   a   public   secondary   school   in   the   commonwealth.   The   word   “school  
official”   shall   mean   any   member   or   employee   of   the   local   school   committee.  
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Roles,   Duties,   &   Departments  
 
All   students   will   have   a   clearly-defined   role   and   belong   to   a   production  
department.   Roles   will   be   classified   into   three   categories:    Creative ,    Freelance ,  
or    Administrative .   Production   Departments   will   be   made   up   of    Creatives    and  
Freelancers    with   leadership   in   place   to   maintain   accountability.   All   students  
will   have   an   opportunity   to   be   on-camera   for   various   projects,   but   Talent   is  
not   considered   a   department.   Everyone   contributes   content.   No   exceptions.  
 
News/Sports   Department    -   producers   &   freelancers   of   news/sports   content  

News   Reporter   -   NHS   Update,   Mustang   Magazine,   U_Stang   Sports   Blog  
Sports   Reporter   -   NHS   Update,   Mustang   Magazine,   U_Stang   Sports   
Feature   Reporter   -   NHS   Update,   Mustang   Magazine,   U_Stang   Sports  
Podcast   Producer   -   Stampede,   other   various   Mustang   Media   projects   

 
Films   Department    -   producers   &   freelancers   of   short   film   and   doc   content  

Film   Writer/Director/Producer   -   Live   Action  
Film   Writer/Director/Producer   -   Documentary  
Film   Writer/Director/Producer   -   Animation  

 
Freelance   Duties    -   to   be   assigned   by   creatives,   admins,   and   the   adviser  

News   Videographer   -   NHS   Update,   Mustang   Magazine,   UStangs.com   
News   Editor   -   NHS   Update,   Mustang   Magazine,   UStangs.com   
Sports   Videographer   -   NHS   Update,   Mustang   Magazine,   UStangs.com    
Sports   Editor   -   NHS   Update,   Mustang   Magazine,   UStangs.com   
Film   Cinematographer   -   Film   Short   or   Documentary  
Film   Editor-   Film   Short   or   Documentary  
Special   Project   Videographer   -   School-Related   Project,   PR,   Sports  
Special   Project   Editor   -   School-Related   Project,   PR,   Sports   
Graphic   Artist/Animator   -   All   projects   need   look   and   style  
Line   Editor   -   Mustang   Magazine,   Special   Projects  
Podcast   Production   Assistant   -   Stampede   or   other   Mustang   Podcasts  
Web   Technician   -   Youtube   and   Mustang.Media  
Social   Media   Manager   -   Facebook,   Twitter,   Instagram,   and   Snapchat  
Equipment   Manager   -   Daily   and   Overnight   Checkouts,   Inventory   
Graphic   Artist/Animator   -   Lower   Thirds,   Bumpers,   Opens  
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  Club   Bylaws,   Leadership   Staff,   and   DRI’s  
 
The   NHS-TV   Club     -   The   tv/media   classes   are   considered   a   “club”   by   the   school  
district   when   it   comes   to   certain   financial   transactions.   For   that   reason   there  
is   an   established   club   structure.   The   following   guidelines   serve   as   the   bylaws.  

01.Executive   Council   -    Responsible   for   carrying   out   club   functions,  
meetings,   and   parliamentary   procedures   as   well   as   coordinating   with  
the   NHS-TV   Booster   parent   group.   Members   include,   but   are   not   limited  
to   a   President,   Vice   President,   Secretary,   Treasurer,   Historian,   and   two   at  
large   positions   with   roles   to   be   determined.  

02.Club   Membership    -   All   registered   tv/media   students   are   considered   “in  
the   club”   and   are   included   in   club   meetings,   activities,   and   benefits.  

a. Meetings   are   held   quarterly,   or   as   needed.   
b. Agendas   and   minutes   are   available   upon   request.  

 
NHS-TV   Leadership   Staff    -    Some   students   in   the   advanced   tv/media   classes  
will   serve   in   designated   leadership   roles   as   Department   Heads   and   Admins  
 

● Program   Administrator   -    The   “Admin”   works   directly   under   the   adviser  
and   helps   coordinate   all   program   events,   contests,   and   activities.   

● Department   Head,   Film   Department    -   Oversees   and   coordinates   all  
NHS-TV   Film   projects   to   be   entered   into   film   festivals   and   competitions.   

● Department   Head,   News   Department    -   Oversees   the   airing   of   stories  
scheduled   for   NHS   Update   and   Mustang   Magazine.   

● Department   Head,   Sports   Department    -   Oversees   the   U_Stangs   Sports  
Blog   and   all   of   the   content   posted   on   the   site.   

● Tech   Manager   -    Oversees   technical   side   of   NHS-TV   including   all  
computer/server/web   related   matters.   

● Head   Equipment   Manager    -   Responsible   for   all   equipment   inventory.   
 
DRIs   -   Directly   Responsible   Individuals     -   Admin   roles,   assigned   as   needed  
 

● Line   Editor    -   Responsible   for   the   post   production   and   final   timeline  
editing   of   Mustang   Magazine   and   other   various   NHS-TV   projects  

● Social   Media   Manager    -   Responsible   for   regular   daily   postings,   on   all  
NHS-TV   social   media,   as   determined   by   the   instructor.   

● Web   Technician    -   Responsible   for   post   production   file   management,  
website   maintenance/exporting/uploading   files   and   daily   web   duties.  
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  Policies   &   Procedures:   NHS   Update   
 
NHS-Update    is   a   5-minute   daily   news   show   that   airs   live   on-campus   and   to   the   community  
every   school   day   at   7:45   am.   The   news   show   is   a   hybrid   of   school-related   happenings,  
features,   and   announcements.   It   takes   commitment   and   dedication   to   be   on   the   team   that  
produces    NHS   Update .   The   jobs   and   talent   roles   are   scheduled   by   the   News   Director   on   a  
weekly   to   monthly   basis.   A   full   shift   is   considered   7:15   am   -   7:55   am.   Below   are   the   general  
policies   and   procedures   that   must   be   followed    every   shift    by    all   staff   members .  
 
General   Policies   &   Procedures  

● Be   present   and   ready   to   work   no   later   than   7:15   am.   Replacements   at   7:25   am.  
● Sign-in   on   the   attendance   clipboard   so   you   won’t   get   marked   absent  
● Communicate   with   the   director   ASAP   if   you’re   going   to   miss   a   shift   or   be   late  
● Excessive   absences   and   tardiness   could   result   in   no   longer   being   scheduled  
● Know   what   position   you   are   scheduled   for   BEFORE   you   arrive   for   your   shift  
● Shhhh!   Quiet   on   the   set   as   of   7:35   am.   Listen   to   the   directors.  
● Do   not   work   on   your   homework   or   any   school   work   during   your   shift.  
● Go   directly   to   class   after   your   shift.   No   locker   or   restroom   stops.  

 

Talent   Dress   Code  
Anyone   who   is   scheduled   to   be   on   the   air   should   dress   “school   professional”.   That  
means   clothing   that   is   clean   and   presentable,   as   if   you   were   giving   a   speech   to   the  
entire   student   body…   because   you   are!   

○ Wear   NHS-TV   apparel   when   possible.   Clean   and   pressed   preferred.  
○ Look   appropriate   for   your   role   (sports,   weather,   anchor,   etc…)  
○ No   Hoodies,   sweats,   or   tank-tops.   Avoid   t-shirts,   unless   school-related.   
○ Avoid   logos,   quotes,   and   clothing   with   any   distracting   graphics  
○ Avoid   excessive   wrinkles   in   shirts,   blouses,   etc...  
○ Be   clean   and   well-groomed,   hair,   and   make-up   

 
Daily   Work-Flow  

 
Pre-Production  

7:00-7:40  
Production  
7:40-7:50  

Post-Production  
7:50-7:51  

News   Directors   Export   print   rundown   by   7:15   Supervising   &   Assisting   Rundown   goes   in   Binder  

Program   Director   Manage   staff    jobs,   lighting   Calls   the   show   on   headset   Moves   everyone   along  

Technical   Director   Read   rundown.   Set   up   PIX   Switches/records   the   show   Ejects   the   KiPro   Disk  

Graphics   Technician   Loads   ticker,   credits   &   LT’s   Runs   ticker,   credits,   LT’s   Exit   NHS   Update   file  

Audio   Technician   Mic   checks,   select   music   Operates   audio   board   Collects   and   stores   mics  

Teleprompter    Import    script   and   fix   errors   Operate   teleprompter   Saves   script   to   laptop  

Floor   Director   Supervise   talent   and   cams   Relays   director’s   cues   Tidy   up   studio   &    headsets  

Camera   Operators   Read   rundown.   Set   up   shots   Operate   camera   Move   cam,   return   headsets  

Talent   &   Interview   Review   script/interview   topic   Perform   on   camera   Return   mics,   tidy   up   Desk  
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   Policies   &   Procedures:   Mustang   Magazine   
 
Mustang   Magazine    is   a   monthly   television   news   magazine   show   that  
compiles   all   of   the   relevant   stories   posted   by   the   NHS-TV   reporters   from   the  
current   month.   The   show   is   a   student-run   publication   that   aims   to   reflect  
student   life   and   culture   at   Norwood   High   School   and   within   the   community.  
Shows   are   typically   anchored   by   two   reporters   taped   in   the   studio   and   then  
assembled   for   broadcast   by   a   post-production   crew.   Completed   episodes   air  
on   cable   television   via   the   Norwood   Community   Media   station,   and   are  
available   on   the   internet   at    www.mustang.media .   Below   are   the   general  
policies   and   procedures   to   be   followed   when   working   on   stories   for   the   show.    
 
General   Story   Policies   

● Reporters   and   producers   must   always   strive   to   be   accurate   and   fair  
● Stories   should   adhere   to   the    NHS-TV   Guidelines   for   Student   Media  

● Any   story   that   does   not   meet   a   minimum   quality   standard   will   not   air  
● Good   stories   should   be   built   around   an   interesting   main   character  
● Story   audio   should   be   leveled   (average   -12   when   possible)  
● Broll   and   Interviews   should   be   steady   and   shot   mostly   from   a   tripod  
● Do   not   add   music   to   a   story,   unless   it’s   for   a   sports   montage   or   similar  
● Do   not   add   any   transitions,   fades,   dissolves,   or   special   effects   to   a   story  

(If   you   have   an   idea   for   a   special   effect   or   graphic,   see   the   line   editor)  
● Stories   should   start   with   relevant   Nat   Sound,   before   any   talking   begins   
● The   first   time   a   person   speaks   in   a   story,   try   to   leave   them   visible   for   at  

least   4   seconds...   so   a   Lower-Thirds   title   can   be   easily   added.  
● Hold   the   ending   shot   for   few   seconds…   so   line   editor   can   transition   out  

 
General   Story   Procedures  

1. Submit   a   Treatment   Outline   to   get   approval   
2. Schedule   and   reserve   equipment   on   the   calendar  
3. Shoot/Write/Edit   story  
4. Export   story   and   save   it   to   the   MM#   folder   on   the   server   
5. Submit   paperwork   to   the   binder   &   blue   basket   
6. Post   story   on   your   website/blog   
7. Promote   story   on   social   media   and   the   internet  
8. Keep   in   contact   with   sources/main   characters   for   any   follow-up  

 
See    www.mustang.media    for   all   NHS-TV   forms,   policies,   and   procedures  
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  Policies   &   Procedures:   NHS   Films  
 
NHS   Films    is   a   division   of   Mustang   Media   comprised   of   advanced   media  
students   who   are   on   a   career   path   to   enter   the   film   industry.   All   NHS   films   are  
student-produced   and   aim   to   reflect   student   life   and   culture   at   Norwood  
High   School   and   within   the   community.   Films   and   other   creative   productions  
are   typically   created   for   local,   state,   and   national   film   festivals   and  
competitions.   All   content   produced   for   NHS   Films   airs   on   cable   television   via  
the   Norwood   Community   Media   station,   and   is   available   on   the   internet   at  
www.mustang.media .   Below   are   the   general   policies   and   procedures   to   be  
followed   when   working   on   projects   for   the   NHS   Films   Department..    
 

General   Film   And   Creative   Segment   Policies   
● Writers   and   producers   must   always   strive   to   be   equitable   and   fair   when  

portraying   students   and   staff   in   a   creative   work.  
● Films   should   adhere   to   the    Guidelines   for   Student   Media  

● Films   or   creative   content   that   does   not   seem   “Rated   PG”   or   less   will   not  
air   live   on   the   CCTV   system   (NHS   Update)  

● Content   should   aim   for   airing   on   Update   AfterDark.   Works   that   do   not  
meet   a   minimum   quality   standard   will   not   air   at   all  

● Films   should   be   built   around   an   interesting   character   or   characters   with  
a   beginning,   a   middle,   and   an   end  

● Audio   and   sound   should   be   leveled   (average   -12   when   possible)  
● Visuals   should   be   steady   and   shot   mostly   from   a   tripod   
● Avoid   any   and   all   copyrighted   materials,   especially   music   &   soundtrack  
● Films   should   mostly   start   with   a   title   or   opening   title   sequence  
● Films   should   end   with   scrolling   credits   or   a   credits   sequence  

 

General   Story   Procedures  
1. Submit   a   Treatment   Outline   to   get   approval   
2. Schedule   and   reserve   equipment   on   the   calendar  
3. Consider   collaborating   with   the   Drama   Department   for   actors  
4. Write/Storyboard/Shoot/Edit   
9. Export   story   and   save   it   to   the   appropriate   folder   on   the   server   
10. Submit   paperwork   to   the   binder   &   blue   basket   
11. Post   work   on   your   website/blog   
12. Promote   films   and   projects   on   social   media   and   the   internet.  

 
See    www.mustang.media    for   all   NHS-TV   forms,   policies,   and   procedures  
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  Policies   &   Procedures:   Podcast   Projects   
 
Podcast   Projects    can   be   produced   in   lieu   of   video   productions   and   films.   All  
podcast   projects   should   be   airable   within   the   Norwood   Community   on   the  
Mustang   Podcasting   and   Radio   Network   (MPR).   MPR   content   is   100%  
student-produced   and   aims   to   reflect   the   life   and   culture   at   Norwood   High  
School   and   within   the   community.   Podcasts   are   primarily   created   for   the  
Stampede   program   and   entered   into   local,   state,   and   national   competitions.  
Podcasts   must   be   pitched   to   the   class   and   approved   by   the   adviser.   Below   are  
the   general   policies   and   procedures   to   follow   when   producing   a   podcast.  
 
Podcast   Project   Policies   

● Up   to   TWO   students   may   take   credit   for   a   Podcast   Episode   
● Podcast   Episodes   should   be   completed   by   the   end   of   a   term   
● Podcast   Episodes   should   not   exceed   30   minutes  

 
Special   Project   Procedures  

1. Submit   a   written   proposal   with   opening   script   &   segment   ideas  
2. Pitch   the   podcast   project   to   the   class   for   initial   approval  
3. Plan/Script/Record/Edit   podcast   project  
4. Share   podcast   episodes   with   class   upon   completion  
5. Submit   podcast   paperwork   to   the   blue   basket  
6. Post   podcast   and   any   other   relevant   details   on   your   website/blog   
7. Promote   podcast   episodes   on   social   media   and   the   internet  

 
Ideas   for   Podcast   Projects:  

● Stampede:   Sports   Current   Events,    Athlete   Profiles,   season   outlooks  
● Interesting   Norwood   People,   Hobbies  
● Social   Justice   Topics   and   Interviews  
● Investigative   pieces,   serious   topics  
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  Policies   &   Procedures:   Special   Projects   
 
Special   Projects    include   any   organized   video   productions   that   are   being   done   in  
service   to   the   school   or   community.   All   special   projects   should   be   airable   for   the  
Norwood   Community   Media   television   station.   Projects   must   be   pitched   to   the   class  
and   approved   by   the   adviser.   Below   are   the   general   policies   and   procedures   that  
must   be   followed   when   producing   a   special   project…   but   these   policies   are   subject   to  
change   based   of   the   unpredictable   nature   of   the   special   project.  
 
Special   Project   Policies   

● Up   to   TWO   students   may   take   credit   for   a   Special   Project   
● Projects   should   be   completed   by   the   end   of   a   term   
● Special   Projects   are   not   for   personal   monetary   gain  

 
Special   Project   Procedures  

8. Submit   a   written   proposal   with   storyboard,   script,   &   rundown   examples  
9. Pitch   the   project   to   the   class   for   final   approval  
10. Plan/Script/Shoot/Edit   project  
11. Share   project   with   class   upon   completion  
12. Submit   paperwork   to   the   blue   basket  
13. Post   project   details   on   your   website/blog   
14. Promote   project   on   social   media   and   the   internet  

 
Ideas   for   Special   Projects:  
 

Short   School-Based   Documentary  
○ Student-Led   Community   Service   Project   
○ Fine   Arts   Play   or   Performance  
○ Marching   Band   or   Jazz   Band  
○ Student-Led   Art   Project  
○ Engineering/Robotics   Class   Project  
○ School   Club   or   Activity   (EYC,   D&D,   Latin   Club,   Friendship   Club,   etc…)  

 

Community   Media   TV   Show   
○ Talk   Show   w/   local   topics   and   special   guests  
○ Sports   Talk   and   Highlights   Show   w/   special   guests  
○ Music   Review   Show   w/   Local   Musician   Performances  
○ Hobby-Based   Show   (Cooking,   Fishing,   etc…)  
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     Course   Description   and   Grading   Policy  
 

      TV/MEDIA   3   -   Honors  
    TV/MEDIA   4   -   Honors  
      Mr.   Brunt   –   Norwood   High   School  

      jbrunt@norwood.k12.ma.us        

COURSE   DESCRIPTION      TV3   and   TV4   students   will   complete   coursework   that   reinforces   the   core  

concepts,   tools,   and   best   practices   of   mass   media   production   including,   but   not   limited   to   Radio  

Podcasting,   Live   Television,   Streaming   Media,   and   other   converging   or   developing   Multimedia   technologies.  

Students   will   be   asked   to   plan,   produce,   and   disseminate   original   media   content,   in   various   forms,   using  

professional   audio/video   tools   and   technology.   This   is   an   honors   level   media   course   and   will   require  

extensive   after-school   commitment .  

 

TOPICS   INCLUDE      Media   Ethics,   1 
st  

  Amendment,   Video   Camera   Controls   Functions,   Audio   Techniques,  

Microphones,   Cables,   Connectors,   Lighting   Techniques,   Live   Studio   TV   Production,   Radio   Podcasting,  

Digital   Editing,   Journalism   Reporting,   Writing   for   Electronic   Media,   Planning   and   Producing,   Video   Graphics  

and   Effects,   Media   Convergence,   Social   Media   Streaming   Apps  

 

WEIGHTED   GRADING   POLICY  

40%   Projects   Individual   and   Group   Projects,   Podcasts,   Live   Studio   Events  

30%   Classwork   Production   Paperwork,   Google   Docs,   Scripts,   Storyboards  

20%   Website/Blog   Website   Maintenance,   Blog   Assignments,   Project   Postings  

10%   Participation   Project   Participation,   Technology   Usage,   Video   Service   Hours  

STUDENT   AGREEMENT     Full   Name:   __________________________________________________________    

You   are   responsible   for   your   own   grade.   You   must   complete   assignments,   blogs,   and   projects   on  

time   to   ensure   the   highest   grade   possible.   Points   are   deducted   for   late   assignments   that   miss   the  

assigned   deadline.  

 

○ Signature    ______________________________________    Date   _________________  
 

Mustang   Media   equipment   including,   but   not   limited   to,   cameras,   microphones   and   computers   may  

be   used   for   assigned   projects   only.   All   other   personal   projects,   including   projects   for   other   classes,  

must   be   approved   by   the   instructor.   No   freelance   contracting!  

 

○ Signature    ______________________________________    Date   _________________  
 

Projects   created   in   this   class   will   be   posted   on   the   Mustang   Media   website   and   may   also   air   on  

publications   such   as   NHS   Update   and   Mustang   Magazine.   

  

○ Signature    ______________________________________    Date   _________________  
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   General   Policies   &   Procedures:   In   the   Classroom   
 
WARNING: NHS-TV  is  a  very  large  and  dynamic  classroom  that  is  unable  to                          
accommodate  students  who  do  not  follow  the  policies  and  procedures.  These                      
procedures  are  in  place  in  order  to  maintain  a  positive  work  flow  as  well  as  an                                
efficient  production  environment.  Ignorance  is  not  an  excuse  for  not  following  the                        
classroom   policies   &   procedures.   If   you   don’t   know,   ask.   You’ll   be   held   accountable!   

 
 

All   Forms   are   available   on   our   website:      http://www.mustang.media/staff-only   
 

● All   video   production   begins   with   an   approved    Treatment   Outline  

● All   video   productions   must   be   accompanied   by   a    Script    or    Storyboard   
● All   completed   video   productions   must   be   exported,   named,   and   copied   to  

the   appropriate   folder   on   the   NHS-TV   server   for   grading/airing  
● A   video   production   is   only   considered   complete   when   all   of   the   required  

paperwork   has   been   submitted,   the   segment   has   aired,   and   has   posted  
● All   production-related   paperwork   must   be   submitted   accordingly:  

○ Treatment   Outlines    and    Project   Completion   Forms    in   the   designated  
production   binder,   filed   in   the   appropriate   section.   

○    Script/Storyboards    and    Self-Critiques    submitted   to   the   blue   basket,  
with   your   name(s)   on   it.   No   grading   will   occur   until   this   happens.  

● All   video   productions   must   ALSO   be   posted   on   your   personal   website  
● Segments   that   miss   a   deadline   may   still   be   turned   in   for   partial   credit  
● Do   not   move   or   delete   files   from   the   server   unless   directed   by   the   adviser  
● Complete   this   paperwork   at   the   end   of   each   term   and   submit   to   blue   basket:  

○ Term   Segment   Log/Self   Evaluation   
○ Video   Service   Hours   Log  

 
 

RECOMMENDED   DAILY   SUPPLIES  
● Pens,   pencils,   sharpies,   highlighters   &   loose   leaf   notebook   paper  
● Binder   or   folder   with   pockets,   small   spiral   notebook   pads,   index   cards  
● Multiple   8GB+   SD   Cards   (make   sure   to   get   “Class   10”   speed   &   protective   case)  

 
 

USEFUL   PERSONAL   TECHNOLOGY   
● Smartphone   w/   charging   cord   (Photo/Video   capable   iPhone   or   Android)  
● Computer   Laptop   (equipped   with   Adobe   Creative   Suite   or   Final   Cut   Pro   X)  
● HD   Camcorder   or   DSLR,   Lavalier   Microphone,   Ear   Buds/Headphones  
● 8GB+   Flashdrive   or   50GB+   Portable   USB/Firewire   Hard   Drive  
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  General   Policies   &   Procedures:   Equipment   Check  
 
NHS-TV   media   equipment   includes,   but   is   not   limited   to,   desktop   iMac  
computers/laptops,   multiple   video   cameras   of   various   makes   and   models,   lavalier  
and   handheld   wired/wireless   microphones,   headphones,   and   tripods.   Plus,   we   have  
access   to   an   entire   professional   5-camera   HD   studio   and   mobile   truck.   Equipment  
is   always   available   during   the   school   day   and   overnight   with   some   restrictions.   The  
equipment   serves   as   tools   of   the   trade   and   must   be   treated   in   a   professional  
manner   at   all   times.    Staff   members   who   abuse   the   privilege   of   using   the   NHS-TV  
equipment   will   face   restrictions   and   may   be   removed   from   the   staff.  
 
EQUIPMENT   POLICIES  

1. Do   not   leave   equipment   unlocked   or   unattended   while   in   your   possession  
2. Avoid   getting   equipment   wet    (stay   out   of    rain,   snow,   and   excessive   humidity)  
3. Do   not   lend   the   equipment   to   someone   else   unless   directed   by   Mr.   Brunt  
4. Do   not   leave   equipment   in   your   car   for   extended   periods   of   time  
5. ONLY   use   NHS-TV   equipment   for   approved   productions;   no   personal   projects   unless  

special   permission   is   granted   by   Brunt  
6. Notify   an   Equipment   Manager   immediately   if   something   is   broken   or   not  

functioning   properly  
7. All   overnight   equipment   must   be   returned   the   very   next   school   day   after   it   is  

borrowed   unless   special   permission   is   granted   by   Mr.   Brunt.   If   equipment   is   checked  
out   on   a   Friday,   it   must   be   returned   Monday.   

8. All   overnight   equipment   must   be   returned   BEFORE   school,   do   not   wait   until   your   tv  
period   to   return   your   gear.   

 
DAILY   CHECKOUT   PROCEDURES   

● See   an   Equipment   Manager   for   all   equipment   needs   during   the   school   day   
● Know   what   you   need   and   ask   for   it   specifically  
● Check   your   equipment   before   leaving   the   classroom   to   tape   anything  
● Return   all   equipment   by   the   end   of   the   period   in   same   condition  
● Eject   all   SD   cards,   tapes,   or   any   other   media   and   store   for   safekeeping  
● Turn   all   microphones   off   and   wrap   all   cables   properly  

 
OVERNIGHT   CHECKOUT   PROCEDURES   

● Sign   up   to   take   out   equipment   on   the   Equipment   Calendar  
● See   an   Equipment   Manager   immediately   after   school   for   pick   up  
● Know   what   you   need   and   ask   for   it   specifically  
● Check   your   equipment   before   leaving   to   make   sure   everything   is   working  
● Return   all   equipment   the   next   school   day   MORNING   in   same   condition  
● Eject   all   SD   cards,   tapes,   or   any   other   media   and   store   for   safekeeping  
● Turn   all   microphones   off   and   wrap   all   cables   properly  
● Do   not   leave   personal   belongings   in   the   equipment   bags  
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  General   Policies   &   Procedures:   Using   the   Server  

   

The   NHS-TV   server   is   a   classroom   tool   used   to   share   useful   files   and   store  
completed   projects.   Students   are   not   authorized   to   delete   anything   at  
anytime   from   any   folder   in   the   server.   Students   may   only   copy   files   to   and  
from   their   personal   workstation.   Any   student   who   violates   this   basic   rule  
will   be   restricted   from   the   server   and   may   be   removed   from   the   class.  
 

● Do   not   copy   video   project   files   to   the   server    (adobe   premiere   OR   final   cut)  
● To   copy   a   completed   video   segment   to   the   server:  

○ Be   sure   it   is   an   acceptable   export   file    (H.264,   HD,   .mp4)  
○ Name   the   file   according   to   your    Segment   Completion   Form  
○ Copy   the   file   into   the   appropriate   folders    (Programs   and   Turn   it   In)  

● To   copy   an   NHS-TV   graphic,   music,   or   animation   to   your   workstation:  
○ Access   the   “PROGRAM   ELEMENTS”   folder  
○ Drag   the   file   you   need   to   your   workstation  
○ .JPG   =   Solid   Background  
○ .PNG   =   Transparent   Background  
○ .PSD   =   Editable   Graphic   File  

● Only   use   the   “Student   Folders”   to   backup   personal   files   and   projects  
○ Name   your   student   folder   using   your   first   and   last   name  
○ Do   not   open   or   delete   student   folders   that   don’t   belong   to   you   

● Do   not   access   the   “ADMIN   ONLY”   folder   unless   directed   to   do   so  
● The   “NCM   FOR   AIR”   is   for   completed   programs   and   Line   Editors   only  

 
 

WARNING :   Segments   that   are    not    exported   correctly   will    not    be   imported  
to   the   PIX   for   broadcast,   and   will   be    DELETED    by   a   system   administrator.  
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----------------------------------  
 

HANDBOOK   ACKNOWLEDGMENT   FORM   
 

Please   READ,   SIGN   and   RETURN  
 
I   have   read   all   of   the   enclosed   NHS-TV   Staff   Handbook   documents   and   I  
understand   the   material   covered.   Furthermore,   I   agree   to   comply   with   all  
policies,   procedures   and   other   guidelines   set   forth   in   the   Staff   Handbook   or  
suffer   the   appropriate   disciplinary   action.   Signing   below   =   full   compliance.  
 
Signature :   ________________________________________    Date :   ____________________  
 
Print    Full   Name :   ____________________________________________________________  
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