UpNorth Media Center

Public Access Television for Northwest Lower Michign

Policies & Procedures
Adopted by LIAA’s Board of Directors, October 100@3
Amended by LIAA’s Board of Directors, May 16, 2009

1. Introduction

The UpNorth Media Centel(CMC) is owned and operated by thend Information Access Association
(LIAA), an IRS approved Section 501(c)3 nonprobtmmunity service organization located at 324
Munson Avenue in Traverse City. LIAA has extensax@erience in working with citizens, local
governments and other nonprofits all across Miahigalping to expand civic engagement and build
better communities through patrticipation, educatinformation and the effective use of technology.

TheCMC was created to provide a management structur@pamdanent home for the operations and
development of public access television servingdhal governments, nonprofit organizations, and
citizens of northwest Lower Michiga@MC exists to support the creation, production anttidigtion of
audio and video media which promotes and celeblates achievement, community education, civic
engagement, local culture and art appreciation,jraigidual expression. This community-generated
media shall be available to everyone through ceddéision and the Internet.

Most of the funding for th€MC shall be derived frorRranchise Feescollected by local units of
government from the region’s cable television pdevjCharter Communicationgarticipating local
governments will contribute t6MC a portion of franchise fees collected from eadblecaubscriber in
their jurisdiction to televise their public meetmfyith playback available on the Internet) anddsure
that their citizens have access to this importaighly visible public forum. Some additional fundifor
CMC operations shall be provided by membership femsations and grants, and in-kind contributions
from LIAA.

ThesePolicies &Proceduregor Public Access Televisiohave been developed by#izens’ Advisory
Committeecomposed of dedicated volunteers from the pagioig municipalities, including the City of
Travers City and East Bay, EImwood, and Garfielaviighips. The members of tkiatizens’ Advisory
Committeeare community residents who care deeply aboutamipg the flow of information from local
governments and community organizations, open aflcegchange of ideas, and overall community
development.

2. Definitions
Active CMC Member Any citizen, nonprofit organization, or localiuaf government (including any

county government) that pays the required annuahieeship fees and adheres to theskcies &
Proceduresas well as the CMOperating Rules
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Bicycled Program or Tape A video presentation produced by any group dividual outside of the
CMC'’s public access television viewing area (ia@proximately 11 counties in northwest lower
Michigan). Video presentations produced by any grouindividual within the viewing area shall be
considered "locally produced.”

Participating Municipality — Any city, village or township which collects frehise fees from Charter
Communications and enters into a contract with L#&Athe provision of public access television
services to the citizens and nonprofit organizatiathin its jurisdiction.

Producer— Any individual or representative of a nonprafiganization with a permanent residence
anywhere in the viewing region who has satisfagt@ompleted the required certification course tofly
or received the appropriate waiver from the CMC.

3. Purpose & Mission Statement

The purpose of thed®olicies & Procedureshall be to clearly describe and define the rigtuies and
responsibilities of the CMC in coordinating puldiccess television services in cooperation with the
participating municipalities, organizational mensendividual members, and all citizens in the viayv
area. ThesPolicies & Proceduresaddress topics of greatest concern, includingipaticess to CMC’s
production facilities, training and production sopptelevision programming, and requests for Use o
public access television facilities by individualsgroups. All other topics will be addressed diyeby
LIAA’s management or the CMC rules of operatiomasded until they are incorporated into these
Policies & ProceduresThesePolicies & Procedureshall not be in conflict with the "Cable Televisio
Consumer Protection and Competition Act of 1992."

Through its agreements with Charter Communicatatsthe participating municipalities within our
cable television viewing region, the CMC intendptovide equipment, facilities and training to
empower qualified individuals and groups to speakliemselves through public access television
consistent with their first amendment rights. Tl access channel(s) shall be a vehicle foripubl
expression in accord with all existing laws andutations.

It is not the intent of the CMC, or its contractagkents, to inhibit or restrict the public use oy @ublic
access channel(s) or production facility, but teuga that all persons and groups wishing to use the
public access channel(s) or facilities have an kg fair opportunity to take advantage of the
communications potential of the public access cpnce

The CMC and its Citizens’ Advisory Committee arspensible for the periodic examination of these
Policies & ProceduresWe welcome suggestions and recommendations famonmng thesdolicies &
Proceduredrom anyone and everyone within the region.

4. Public Access Television Channel(s) Availability
The public access channel(s) are provided by Gh@desmmunications, through a franchise agreement
with the participating municipalities and their t@ttual arrangements with the LIAA. The franchise

agreement and contractual arrangements give the th&lCapacity to provide programming
opportunities to any citizen, nonprofit organizatior municipality within the viewing area. All

UpNorth Media Center Policies & Procedures — PageApproved May 16, 2009



television programming presented through the puddzess channel(s) must be in accord with these
Policies & ProceduresCMC facility rules, and existing communicationviaand regulations. Charter
Communications and CMC shall cooperate with théi@pating municipalities to ensure that use of
public access channel(s) shall reach its fullestmcal and best serve the people and communities o
northwest Lower Michigan.

Any individual Produceror anyProducerworking with a nonprofit organization may requssteduled
air time through the public access channel(s) meshédy the CMC. Consistent with theRelicies &
Proceduresno production equipment or origination fees Wwdél charged for television presentations
submitted by citizens and nonprofit organizationghywermanent residency within the jurisdictionaof
Participating Municipality Similarly, no production equipment or originatite®es will be charged for
television presentations submitted by active CM@nbers as described in thegwlicies & Procedures

5. CMC Facilities & Equipment Availability

The CMC studio and other facilities are locatechmitLIAA’s building at 324 Munson Avenue, Traverse
City. The CMC Studio shall be available on a fasine, first served basis Ryoduces at specified times
that shall be posted at the studio and on theriate6tudio time must be reserved at least 24 hours
advance.

The CMC studio shall be maintained for productiod &ideo recording and shall be capable of
producing, recording, cable-casting, or playingkbaic audio and video signal sufficient to meetribeds
of the studio. The signal will be maintained in g@iance with all standard cable-casting qualitias.
most cases, a low hourly fee shall be chargedf®use of the CMC studio, consistent with thiegkcies
& Procedures

The CMC also offer®roducersthe facilities needed for editing video preseptadi Access to video
editing equipment will be on a first-come-first-ged basis. A fee shall be charged if Breduceris not
an active CMC Member and resides outside of thediation of a participating municipality.

A limited inventory of portable equipment and swgrpéntal production gear is maintained by the CMC
for the production of television presentations aita other than the CMC Studio (i.e., remote
production). This equipment will be made availadrea first-come-first-served basis to any properly
certifiedProducer A fee will be charged for the use of this equipiriéthe Produceris not an active
CMC Member and resides outside of the jurisdictba participating municipality. The CMC reserves
the right to limit or cancel scheduled studio, pasiduction and/or portable equipment use by any
Produceras necessary for service and maintenance ofudestnd/or equipment.

The Citizens’ Advisory Committee will regularly &ss the adequacy of studio access time, channel
access time, and equipment availability. The Contemiimay recommend changes as necessary to ensure
complete public access to the CMC'’s public accelevision facilities.

The CMC staff members will be available to assistifted Producerson a limited basis. Advanced
technical assistance or direct production assistanit be available for a low hourly fee.

The CMC staff members shall be responsible fossttieeduling and use of the studio, production
equipment, and editing facilities. The CMC staffmimers shall also be responsible for the actuakcabl
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casting of public access television presentatienscheduled. The CMC staff members and contract
employees may record and edit video presentatiorsipnt to agreements with nonprofit organizations
and local units of government on a fee-for-sertiasis.

6. Required Training & Certification

Any citizen or representative of a nonprofit orgaation who wishes to use the studio, production
equipment, or editing facilities must becomraducerby completing a required course of study offered
by the CMC or receive a course waiver by satisfdgtdemonstrating a working knowledge of
production skills to a designated CMC staff membée CMC encourages individual citizens and
representatives from nonprofit organizations todoee certifiedProducers Courses leading to
certification will be offered on a regular basisaatominal cost to the applicant. The course afystu
leading to certification and a listing of all coess schedules, and descriptions shall be avaidlthes

CMC and on the Internet.

7. Fees & CMC Membership

Most cable subscribers throughout the public actHesision viewing area pay monthly franchise fees
Charter Communications. These franchise fees a®epaon to the cities, villages and townships
throughout the regiorRarticipating municipalitiehave agreed to allocate a portion of these fundielp
assure that their citizens and organizations haeeability to make video presentations to the great
community by cablecast — a unique and powerfulrfofar public expression, education, entertainment,
and community appreciation.

To be successful, public access television serviugst pay the cost of operations, assure the nmante
and timely upgrade of facilities and equipment, pravide adequate levels of staffing necessary for
efficient and effective operation. A portion of thads required are provided by participating
municipalities through contract agreements with Aldnd CMC. To supplement these funds, the CMC
will generate revenues by collecting fees for smwiand facility rentals, CMC membership dues,t@and
seeking additional contributions.

Citizens and nonprofit organizations located owtithe jurisdictions of the participating munigiiies
will be given access to all of the CMC facilitieasdathe public access television channel(s), buthveil
asked to pay a small fee for these services. Similall non-participating local governments wik b
asked to pay facility and television channel acéess. However, all citizens, nonprofit organizap

and local units of government that pay annual mestiye dues will be given the same level of accsss a
those individuals and groups located within thésglictions of a participating municipality. Further
active CMC Members will have access to the CMCistadd facilities at the lowest fee levels.

The CMC Membership Dues and Fees Scheduliebe established by LIAA’s Executive Directoiter
consultation with the Citizens’ Advisory Committ@éhe most up-to-date and curr&thedules
available at CMC and is published on the Internet.

8. Application to Use CMC Facilities

Anyone interested in using the studio, facilitie®quipment, must submit a request to CMC staff
members and follow the$®licies & Proceduresis well as rules developed for day-to-day openathny
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the CMC staff members, with oversight by the CitgeAdvisory CommitteeOperating Ruleshall be
available directly from the CMC and shall be puiid on the InterneBroducersmust have on file with
the CMC a fully completed Public Access Channeti®iEquipmenfProducerCompliance Form before
applying to use the studio, facilities and/or egugmt. The form will be kept on file at the CMC for
period of one year, after which tReoducersmust review and update the form to remain cedifigth
CMC.

If the applicant is under eighteen (18) years @ thg applicant shall have a parent or guardiaigcdbe
necessary studio and equipment request forms. dsigrer along with the applicant shall be finarigial
and legally responsible and liable for any damaghé studio, facilities and/or equipment beyonchred
wear and tear and any other matters connectedétpublic access production.

The person using the equipment or studio shall teetequirements of certification. A certified é&du
user may not sign for and relinquish control oflgtyfacilities and/or equipment to a non-certifrachor.

The CMC staff members shall not deny access tdPaogiucerwho has met the requirements of these
Policies & Proceduresand the CMC’©perating RulesAccess to the CMC studio, facilities and/or
equipment shall be denied to any person reasomsailyected to be under the influence of alcohol or
drugs or to appear to be at the studio for no apypdegitimate reason.

The CMC shall keep for public inspection all scHedyprogram titles cablecast on the public access
channel(s). The CMC may keep record®afducersand television presentations in a database for
statistical and recordkeeping purposes, and may teords of equipment usage related to the making
programs. However, these records may not be availabpublic viewing subject to current laws.

9. Liability

Producersshall be responsible for any damage caused tGIh@ studio, facilities and/or equipment by
theProduceror its agents, employees, guests, or inviteesshall pay for the repair or replacement of
any facilities or equipment damaged. If there igertban oné’roduceror a cosigner, the liability shall
be joint and several. This liability is independehany liability of the group or organization whithe
Producermay be representing.

10. Obtaining Equipment

The CMC shall maintain an up-to-date list of fam@ and equipment availableRooducers This list is
available over the Internet and at the CMC. Faediand equipment shall be made available onta firs
come, first served basis. Facilities and equiprsiatl be made available and shall be returneddordc
with these Policies & Procedures and the CMQjerating RulesThose rules shall be prominently
displayed and available to applicants and certifleatiucers

11. Scheduling Air Time
The applicant requesting air time (i.e., one oremablecasts) shall bePaoducer The applicant shall
complete and sign the necessary forms as presentide CMC staff. Except for live and series

programming, or when the programming is clearlyetisensitive, air time shall not be scheduled uhél
television presentation has been completed.

UpNorth Media Center Policies & Procedures — PageApproved May 16, 2009



A request for air time shall be made at least ®)oneeks, but not more than two (2) months, in adea

of the proposed cablecast date. Pmeducershall be notified of the inability to cablecagtragram at

the requested time within five (5) days after thguest is mad@&icycledprograms shall not be scheduled
until all local programs have been scheduled.

While there is no theoretical limit to the lengthaotelevision presentation, there are practicaitiitions
due to channel time availability. These constraghiall be discussed with tieoducer If scheduling
allows, a presentation may be repeated. If repgttecresentation will be alternated with otheaikable
content so that no one presentation receives axegdsytime.

To assure that television presentations are apiatefo the time slots and likely viewing audienaes
to provide for a relatively predictable scheduletfee viewing audience, the CMC staff members shall
schedule air time based in part on the contenaadt @resentation. The CMC shall prepare and, with
approval of the Citizen’s Advisory Committee, pshlia content classification system for this purpose
TheProducershall categorize the content of each video presientaccording to classification system
prepared and published by the CMC.

Requests foseries time slotshall be fulfilled provided that sufficient time available for other requests
and if:

a. The presentation has new content at least every(4dueeks,

b. The certifiedProducerhas at least three (3) programs completed, and

c. The presentation is generated within the chanved\wing area.

Requests for the cable-casting of programs prodacedginating outside the public access channel’s
viewing area require the sponsorship of a certifeaducer When used, sudbicycled programs or
tapesshall be presented as part of a longer prograim laially originated opening and closing
statements or remarks.

Upon request of Rroducet live programs may preempt scheduled taped praogittine content of the
live program is determined to be time sensitivelC staff members. The CMC reserves the right to
cancel scheduled air time due to facility servieeds or required maintenance, or other extraorglinar
events or circumstances. Questions regarding stthgdpreemption or cancellation shall be discussed
with the CMC staff members.

12. Political Programming

Television presentations with political contentlsba subject to the same policies and rules asroth
programming, including scheduling of air time. Hoél advertising is not permitted on the publicess
television channel(s).

13. “First Use” of Television Presentations
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The CMC asserts the right to "first use" of progsgmmoduced, in whole or in part, using the CMC &tud
facilities, equipment, and/or staff time owned lyader contract to the CMC. "First Use" means the
initial broadcast use.

14. Program Ownership & Copyright

Producersshall retain ownership of the creative rightshe video content they produce. However, the
CMC will retain the right to provide on-demand vidgtreaming of all content aired on the public asce
channel(s) through its Internet site. The CMC spaivide a necessary amount of tape or disk space f
Producersto complete a project in a format suitable forleaast.

The CMC shall retain a copy, electronically or drygical media, of television content submitted.sThi
copy shall be retained for not less than sixty @)s from the lagilayback dateA copy of the program
shall be available for viewing by tliroducer Producersmust secure the appropriate copyright
clearances prior to using music and any other ¢gpted material.

15. CMC Facility Operational Rules

The CMC staff shall establigbperating Rulegor the use of the studio, facilities and equiptm&hose
rules will be subject to review and approval by @iBzens’ Advisory Committee. Upon the approval by
the Citizens’ Advisory Committee, tl@perating Ruleshall be posted in a conspicuous place at the
studio for review byProducersand other participants. The rules shall inclugefdtlowing:

The use and care of both studio and equipment;
Produceraccountability;

Non-essential personnel during production time;

Limitations on drinking, eating, and smoking durpr@duction time; and
Studio conduct during production time.

"0 TR

Any violation of these rules may result in immediattion and/or the withholding the future use of
equipment and/or studio from the violator.

16. Content Limitations

Each video presentation may be subject to revietheyYCMC staff and/or the Citizens’ Advisory
Committee prior to playback and/or cablecast. TMECGeserves the right to reclassify and/or deny
airtime based on this review. TReoduceris responsible for the content of the programianéquired to
sign thehold harmless and indemnification agreemewhich is part of th&ublic Access Channel Air
Time Request Form

The CMC permits and encourages the broadest ube giublic access channel(s). However, any content
presented for playback and/or cablecast byRnmoglucermust comply with the community’s standards of
decency and manyot include:

a. advertising or messages within a video presentalgsigned to look or function like a

commercial, as seen on commercial television, srdpsecifically intended as a spoof or
humorous interlude.
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advertising materials designed to promote the @ad@mmercial products or services,

including advertising by and on behalf of candiddte public office.

Lotteries or any advertisements or information &ning lotteries or games of chance.
Solicitation of funds.

Material soliciting or promoting unlawful conduct.

Material containing potentially offensive imagedamguage departing from community standards
without redeeming artistic, educational, politiaal scientific merit.

g. Material that violates local, state, or federaldamcluding any content that is obscene,
pornographic, indecent, defamatory, libelous, staods or departs from community standards in
any of these areas.

~® o0

Public access television in our community is pathe Basic Cable tier which means that the channel
comes into the home of every cable viewer. Produsieould evaluate their program as if it will appea

a window on Main Street. Programs containing paa#iytoffensive images or language must, taken as a
whole, have redeeming artistic, educational, pllfior scientific merit and be presented in an
appropriate manner. Content that meets these emeirts but would be inappropriate for younger
viewers will require time restrictions and disclairs warning viewers of content.

The CMC will not automatically preview programsidithe producer’s responsibility to evaluate and
report potentially offensive content. If you haveyauestions about the suitability of content, péea
discuss the matter with the CMC station managesrbefubmitting your program. The CMC reserves the
right to prohibit or restrict potentially offensiwentent.

17. Underwriting Policy

The CMC encourages financial or in-kind underwgtsupport for program production including costs
for material, equipment, fees, or labor. The CM@nm be used by individuals for money-making
endeavors. Therefore, if any CMC equipment is uiseshy aspect of the production, underwriting
supportcannotbe used to pay for producer labor.

Underwriter acknowledgement may include a slogddress, phone number, hours of operation, web and
email address, logo, map, still images, and a gegun of services. The acknowledgement may not
include prices or qualitative statements or clasosh as “best”, “cheapest”, etc.

An underwriter acknowledgement display within agyreon must be limited to 15 seconds per
underwriter. A display may be shown once at therbegg of a program and once at the end. A
maximum of six underwriters per show are allowed.

Underwriting support for overall station operatimay be acknowledged at the discretion of the statio
manager.

Underwriter acknowledgement in bicycled programsie removed.
18.  Violations & Sanctions

Policy and/or Rule violations shall be classifisdesther minor or major violations. Each violatimay
result in the imposition of sanctions by the CMC.
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Minor violations include, but are not limited to:

Failure to cancel or claim a reservation of equiphwe studio 24 hours prior to the time reserved.
Late return of equipment without an authorized esiten of loan time.

Failure to vacate the studio or editing facilitigsthe end of reserved time.

Return of dirty or damaged equipment.

Use of equipment or studio in an unsafe or inappaitg manner.

Use of equipment or studio for production of contsot intended for cablecast.

Leaving trash or debris in the studio.

Reserving or checking out equipment for anotrerducerwithout approval.

Canceling equipment or reservations three timelsimva thirty (30) day period.

Misleading or inaccurate categorization of con{get Section 11).

T ST oooTy

A minor violation may result in the following sararts in addition to the responsibility to pay foet
repair or replacement of any damaged CMC facilitiesquipment.

a. For the first minor violation a written warning.

b. For the second minor violation, a 1 month suspenkmm equipment, studio and air time.

c. Subsequent minor violations, a 1 year suspensiéharfucerprivileges and a re-certification
requirement.

The Citizens’ Advisory Committee shall regularlyiesn disciplinary actions taken by the CMC and
make recommendations for changes in proceduresaraionsProducersmay seek the review and
modification of disciplinary actions taken by th&IC by the Citizens’ Advisory Committee at regularly
scheduled meetingBroducersseeking a review of sanctions, must notify the C@ast two weeks
prior to a regularly scheduled meeting of the @itig Advisory Committee.

Major violations include, but are not limited to:

Failure to pay for equipment damage or loss.

Submission of a check with insufficient funds.

Failure to conform with the "first use" requiremeirt thesdolicies & Procedures

Abuse, vandalism, or failure to maintain CMC fa@k and/or equipment.

Return of equipment in damaged or unworkable candiind/or failure to return equipment due
to negligence, loss or theft.

Unauthorized removal of equipment from the CMC.

Reserving or checking out equipment for use byraretified or suspended user.
Attempted equipment maintenance or disassemble.

Unauthorized use of the CMC facilities and/or equént.

Breach of thé?ublic Access Channel Air Time Request Fand/or theContent Limitations
Sectionof thesePolicies & Procedure¢Section 16)

PO T O
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A major violation may result in the immediate susgen for at least 30 days from use of CMC fa@sti
and equipment as well as suspension from the uai tiine. Violators shall be required to pay foet
repair or replacement of any damaged CMC facilgied/or equipment. Any subsequent major violation
shall result in the revocation of all privileges foyears. Where damage to or loss of equipment has
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occurred, suspension shall remain in effect uatildompensation is made. There are no written ings
prior to suspension in cases of major violationsther, membership fees will be retained by the CMC

19. Nondiscrimination

No persons shall be denied training, equipmentjtiaaccess, or channel time on basis of race, sex
physical disability, sexual preference, religiongolitical belief or affiliation.

20.  Appeals

Any individual or group may appeal any decisionnterpretation of the CMC staff members by
submitting a written request to the Executive Dioeof LIAA and/or the presiding officer of the
Citizens’ Advisory Committee. In consultation withe Citizens’ Advisory Committee, the Executive
Director of LIAA shall make a determination on tlegjuest within 30 days.

21. Adoption & Amendments

ThesePolicies & Procedurefiave been adopted by LIAA’s Board of Directorseyimay be amended

from time to time by LIAA’s Board of Directors afteonsultation with the Citizens’ Advisory
Committee.
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