
RALEIGH TELEVISION NETWORK 
OPERATING POLICIES and PROCEDURES 

FOR PUBLIC ACCESS 
 

SECTION 1: WELCOME TO RALEIGH TELEVISION NETWORK 
 

1.0 MISSION STATEMENT 
The Public Affairs Department develops and markets information about City services to 
improve Raleigh’s quality of life and to increase understanding and trust in City 
government. Its employees are responsible for developing and marketing information to 
the public and the media about City services, policies and procedures. The department 
manages the City’s cable franchise operation that provides channels for public and 
government access and it also oversees the City’s Print Services Division, which is 
responsible for on-site printing for Raleigh City Government. 

1.1 INTRODUCTION AND HISTORY 
The 1984 and 1992 Cable Acts and the Telecommunications Act of 1996 provided that 
cities like Raleigh the right to negotiate franchise fees with their local cable provider for 
the creation of Public, Education, Government Access channels. “For the purpose of this  
franchise, the city of Raleigh has four channels that are available for non commercial 
public, education or government use by agencies, institutions, organizations, groups and 
individuals in the community, including Grantor and its designees for the distribution of 
non commercial programming not under the Grantee’s editorial control and consistent 
with applicable law.”  

 
Raleigh Television Network (RTN) began in 1985 as Community Television after the 
signing of the franchise agreement with American Television and Communications 
Corporation, which was later acquired by Time Warner Cable, Inc. Since its beginning, 
RTN has continued to serve the citizens of Raleigh and Wake County who are on the 
Raleigh cable franchise system which include the communities in Knightdale and 
Zebulon.  

On October 13, 2004, the City of Raleigh launched its new information source—the 
Raleigh Television Network (RTN). This new, all digital television network is a state-of-
the-art digital media center dedicated to serving the needs of Raleigh and Wake County 
citizens.  

On March 6, 2007, the City of Raleigh launched its newest feature RTNSV as streaming 
video service, featuring a live online feed of RTN 11 and select on-demand 
programming, such as City Council meetings. 

RTN is a division of the Public Affairs Department. RTN staff is 
dedicated to producing television programs that fulfill the mission of 
the Public Affairs Department and the city administration to keep 
residents well informed about the activities of your government. 
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1.2  THE ORGANIZATION 
Raleigh Television Network is a dynamic organization dedicated to serving the needs of 
Raleigh and Wake County by offering training and the use of equipment and facilities to 
express ideas, educate, entertain and transfer information to a diverse population.  
Through using the access center and its production equipment, residents, government 
agencies and organizations are empowered to express themselves by creating and 
producing their own television programs.   
  
Raleigh Television Network is a unique resource for the community and makes television 

communication easy by providing four channels of operation.  
 
 RTN 10 – Community is the public access channel.  It is 

Raleigh’s mirror on itself and features programming that is produced by citizen 
producers. The programming runs the entertainment and information gamut with live and 
taped shows to the Classical Arts Showcase. 
 
 RTN 11 – Government is the government access channel.  It features your local 
governments in action and in detail. The lineup includes meetings of the Raleigh City 
Council, the Wake County Board of Commissioners, the Wake County School Board, the 
City of Raleigh Planning Commission, the Raleigh Telecommunications Commission 
plus monthly shows on city initiatives, exciting entertainment and specials on newly 
implemented programs or matters of concern or interest. 
 
 RTN 18 – Education is the education access channel. This is your source for 
distance learning and is provided by the Cooperating Raleigh Colleges—Meredith 
College, North Carolina State University, Peace College, St. Augustine’s College and 
Shaw University.  

 RTN 22 – Information is the informational and inspirational channel.  
Tune into RTN22 for the City View Calendar to keep in the know on news, events and 
meetings happening in Raleigh and throughout Wake County as well as to watch local 
faith-based programming. RTN22 is also the source for providing information to the 
visually impaired via Triangle Reading Service.  
 
1.3  POLICY STATEMENT ABOUT PUBLIC ACCESS 
Raleigh Television Network does not provide direct assistance or support for the 
production of Community Access programming from the studio or other venues. The role 
of RTN (the staff) is to act as a facilitator rather than a participant.  
 

1. Citizens and not-for-profit organizations have sole and exclusive control over the 
content of their programs, within the rather broad parameters established by 
Federal legislation and other applicable laws and regulations. 

 
2. Community Access is available to the legal residents of Raleigh and Wake 

County and shall have access to RTN without regard to race, gender, age sexual 
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orientation, physical ability/disability, religious or political beliefs, or the nature 
of their program interest.  

 
3. Community Access programming producers are the holders of First Amendment 

and other legal rights and responsibilities regarding the programs they produce 
that are televised on RTN10 and RTN22. 

 
4. Community Access producers are responsible for operating all equipment used to 

produce local access programming and production volunteers must be certified 
and in good standing. 

 
5. RTN does not participate in activities or processes that will or may have an 

impact on the content of local community access productions and programming.  
 

6. RTN staff and management are unable to directly participate in the production of 
Community Access programs. 

 
7. RTN does not provide personnel to operate production equipment or to have input 

on the programming content, except when content appears to violate applicable 
rules and regulations. 

 
8. RTN staff provides content neutral training in various areas including studio and 

remote equipment operation, editing and planning. 
 

9. RTN staff provides maintenance and repair support for all television equipment 
owned by the City of Raleigh and assigned to Raleigh Television Network for 
Community Access. 

 
1.4  DEFINITIONS 
There are terms and concepts in the guidelines that require defining.  Following is a list 
that includes some definitions but this list is not inclusive.  
 
“Advertising or commercial promotion’’ shall refer to any mention or the presentation 
of any material which promotes the purchase or use of a product, business, service or 
event.  This includes, but is not limited to identifying services or goods by price or cost.   
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“Adult programming” shall refer to programming the does not comply with broadcast 
standards for decency and contain graphic or verbal depictions of violence or nudity, [i.e., 
representation of murder, rape, suicide, physical assault; or bodily excretory functions, 
pursuant of City of Raleigh Code 13-30013; or exposure of female breast(s) pursuant to 
City of Raleigh Code 13-3002.  This includes derisive adult language either visual or 
spoken graphic depictions or representations, [i.e., sexually connoted expletives], 
pursuant to City of Raleigh Code 13-3007. Profanity includes, but is not limited to words 
such as those identified in FCC vs. Pacifica.  Mature (adult) programs shall be telecast 
during periods designated for adult viewing between midnight and four a.m.  (Refer to 
Guidelines regarding potentially offensive programming) 
 
“Affiliate producer (member)” shall refer to individuals or groups that (a) reside in the 
Raleigh-Wake County area who submit content for telecast on Channel 10 or 22. 

“Channel” shall refer the Channels 10, 11 or 22 on the Time Warner Cable, Inc. system 
in Raleigh that are operated by RTN. 
 
“Community Television” shall refer to the public access channels available to Raleigh 
and Wake County residents for telecasting programs of interest to the community. 
 
“Equipment” shall refer to video and audio equipment made available for the production 
of community access programming. 

“Facilities” shall refer to RTN studio, control room, master control, offices, and related 
production equipment that are located at 310 W. Martin Street, Raleigh, North Carolina, 
27602. 
 
“Fair Use” this provision of the Copyright Law allows reproduction and other uses of 
copyrighted works under certain conditions for the purposes such as criticism, comment, 
news reporting, teaching, scholarship or research.  For the purpose of using copyright 
material on RTN, application of the Four Factor Fair Use Test is recommended.  The 
factors are (1) what is the character of the use? (2) What is the nature of the work to be 
used? (3) How much of the work will you use? (4) What effect would this use have on 
the market for the original or for permission if the use were widespread?   
 
“Government” shall refer to the government access channel that features local and 
county government meetings and programs or matters of interest or special events such as 
Artsplosure, First Night, St. Patrick’s Parade and Raleigh Wide Open. 

“Indecent Material” shall refer to material that is obscene.  Obscene material shall mean 
material or work that displays or exhibits any of the following: genitalia; and acts of 
human masturbation, sexual intercourse, sodomy, fellatio, cunnilingus, or bestiality, 
excretory activities or organs. Obscene is defined by the Miller test.  (Refer to Guidelines 
regarding potentially offensive programming.)   
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“Intern” shall refer to (a) high school students who are seeking community service work 
and exploring career opportunities and (b) college students who are fulfilling college 
requirements for credit hours and graduation.  As interns they are taught production 
techniques and procedures to enable them to create and produce television programs. 
 
“Member” shall refer to a person or organized group that has paid a membership access 
fee to use the RTN facility and equipment or have programs telecast on Channel 10 or 22.  
Annual memberships allow members to use the production and editing equipment for one 
year.  (Refer to guidelines regarding types of memberships available at RTN.) 
 
“Non-commercial” shall refer to programs that will not contain solicitations to buy or 
acquire a product or service, and will not mention price or price comparison.  Programs 
may not solicit funds, promote an event or suggest the acquisition of a product or item for 
any reason either verbally or graphically.  
 
“Not-for-profit organization” shall refer to any organization that is tax exempt and is 
recognized by the IRS as a 501(c) (3).  RTN requires tax identification upon membership 
application.  
 
“Producer/Program Provider” shall refer to individuals who have paid their access fees 
for the current year and have successfully completed the requirements for certification by 
demonstrating (through practical and written application) knowledge and proper 
production techniques and procedures; or have satisfied the technical requirements to 
submit programs for broadcast on RTN’s Community Television Channels.   
(Refer to user) 
 
“Series” shall refer to (a) local productions that will be granted a fixed studio production 
time slot for live telecasts or taped productions that will be granted a fixed time slot for 
thirteen (13) weeks; (b) series programs may be granted one fixed time slot for a thirteen 
(13) weeks period with at least one repeat.  Programs produced outside the service area 
(Raleigh/Wake County) are not eligible for telecasting on Raleigh Television Network. 
Time slots are available on a first come first serve basis and are not guaranteed.  
 
“Raleigh Telecommunications Commission” known as RTC is appointed by the 
Raleigh City Council to oversee the telecommunication franchise awarded by the City.  
The RTC also has oversight and policy development for RTN. 
 
“Raleigh Television Network” known as RTN is Raleigh’s new all-digital television 
network designed to serve the people of Raleigh. RTN provides this vast amount 
information and diverse programming via four channels: RTN10-Community; RTN11-
Government; RTN18-Education; and RTN22 Information.  
 
“Resident” shall refer to an individual who resides in Raleigh-Time Warner Cable 
system service that includes parts of Wake County.  
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“TRICAM” is the organization for local community producers who are interested in 
promoting citizen access to RTN and the use of its facilities.  Membership is open to 
certified producers and friends of Raleigh Television Network.  
 
“Volunteer” shall refer to individuals who (a) work on RTN related productions and are 
trained by RTN staff for general assignments and studio productions; (b) certified 
producers who support RTN related production projects; (c) interns; (d) individuals who 
support community producers but are not certified to use or check out equipment.  
 
“User” shall refer to individuals or organized groups within Raleigh and Wake County 
that are certified to use RTN studio facility and equipment to produce and submit 
programs for telecast on channel 10 or 22.  Annual membership and class fees are 
required before equipment use is allowed, or have satisfied the technical requirements to 
submit programs for broadcast on RTN’s Community Television Channels.   
(Refer to producer/program provider) 
 
1.5 OPERATING HOURS 
 

Operating Hours 
Raleigh Television Network business/office hours: 

Monday through Friday 8:30 a.m. – 5:15 p.m. 
 

RTN access hours for production activities: 
Monday – Thursday 9:00 a.m. – 10:00 p.m. 

Friday 9:00 a.m. – 7:15 p.m. 
Saturday 9:00 a.m. – 5:00 p.m. 

Closed on Sundays and official holidays. 
 

 
1.6  SERVICES AND FACILITIES 
Raleigh Television Network offers studio, portable field production equipment for on 
location shoots, editing facilities and an ingress/egress workstation. RTN offers training, 
technical assistance, and channel time for the production and presentation of non-
commercial television. Areas of technical assistance include producer workshops and 
troubleshooting technical problems while using RTN equipment. 
 
Annual membership dues and class fees are required before an individual is eligible to 
use the studio facilities, portable equipment or ingress/egress workstation for loading 
content to the server for play out. (Check brochure for details). 
 
The RTN production truck is not available for public access use. 
 
1.7 PUBLIC RECORDS 
RTN shall maintain a record of all persons and organizations granted time on Raleigh 
Television Network.  The records shall be maintained in a public file and made available 
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for inspection by contacting the office during normal office hours (Monday – Friday 8:30 
a.m. – 5:15 p.m.) 
 
All certified users, producers and production volunteers are required to have current 
information on file.  

SECTION 2: HOW TO BECOME A COMMUNITY PRODUCER 
 
2.0 ELIGIBILITY CRITERIA 

Raleigh Television Network facility and equipment use is available to 
individuals, organized groups, non-profit organizations and government 

agencies located within Raleigh and Wake County.  An annual access 
membership fee is required of the producer/program provider, user, 
production crew members and organizations that operate any RTN studio, 

control room, field or editing equipment.   
 

Who is Eligible? 
Any individual, organized group, not-for-profit organization or government agency with 
primary residence or offices located within Raleigh or Wake County. 
 
Eligibility Criteria 

• Must be a legal resident of Raleigh/Wake County 
• Must provide two forms of identification, one of which must be a current NC 

driver’s license 
• Other valid acceptable forms of identification  

Á NC State issued photo identification card 
Á U.S. Passport 
Á Foreign Passport 
Á U.S. Military identification card 

• Must be at least 18 years of age with a legal street mailing address in Raleigh, NC 
or Wake County (a post office box is not acceptable)  

 
Must complete the certification requirements to use RTN 

• Attend orientation (this is a requirement) 
• Successfully complete appropriate classes and workshops 
• Pass the written and practical tests  

 
Annual membership fees are required before a certified user is active as a community 
producer/program provider.   
 
Memberships 

• Open to residents of Raleigh and Wake County who complete certification 
• Must fill out all required forms 
• Pay all applicable dues and fees 
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2.1 ELIGIBILITY CRITERIA FOR MINORS 
Minors may be allowed to take production classes and workshops and upon meeting the 
necessary certification requirements may be eligible to use the equipment provided a 
certified adult accepts full and legal responsibilities for activities associated with the 
minor’s participation.  All minors must maintain a current parental consent form on file at 
RTN and complete the following steps: 
 

1. Training 
a. With written permission of parent or legal guardian 
b. Parent or legal guardian accepts full legal and financial responsibility for 

equipment use while minor participates in production classes and 
workshops. 

2. Use of equipment 
a. Minors using RTN equipment and studio facilities must be certified and 

have (at all times) an adult who is certified on that equipment to assume 
responsibility 

b. For the purpose of reserving and checking out portable field production 
equipment, an adult who is certified must accompany the minor to check 
out and return the equipment as agreed. 

c. A certified adult must agree and approve in writing (email is acceptable) 
that he/she accepts full legal and financial responsibility associated with 
the use of RTN’s studio facility and production equipment for video 
purposes on behalf of the minor participant. 

 
3. Televising programs on Raleigh Television Network 

a. A certified adult producer must agree and approve in writing (email is 
acceptable) that he/she is willing to the scheduling/use of channel time per 
his/her quarterly series contract agreement for RTN10 or RTN22. 

b. The minor is responsible for adhering to RTN’s policies, procedures and 
technical requirements. 

 
2.2 ORIENTATION 
The first step to becoming a certified community producer is to attend an orientation 
workshop. The orientation workshop is offered once a quarter for two hours and is the 
first step in becoming a certified community producer.  In the workshop, potential 
community producers, users and production volunteers are presented an overview of the 
operating policies and procedures and given a tour of the facility. 
 
Anyone interested in becoming a community producer to have access to RTN’s  
facilities must attend an orientation workshop regardless of prior production experience. 
This is not a production training workshop. You will need to register for the production 
classes upon completing the orientation. Fees are due at the time of registration to reserve 
a seat. Space is limited.  Seats are reserved on a first come first serve basis and are not 
held without payment.  
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2.3  CERTIFICATION 
Training is the process through which eligible users acquire and develop the skills and 
knowledge required for certification to utilize RTN facilities and equipment.  The 
purpose of training is to develop community producers/users as responsible programmers 
and effective communicators via cable television. Through a variety of training and 
testing, experienced and inexperienced users can learn editing, field and studio 
production. Upon successful completion of the written and practical test and payment of 
the required fees, the applicant becomes a certified producer.   
 
RTN offers adult residents of Raleigh and Wake County professional training in all areas 
of studio and field production, including graphics, lighting, audio, and teleprompter and 
editing. Classes are taught by RTN staff and other industry professionals who are 
qualified to teach proper production techniques and procedures. 
 
RTN production classes are designed to instruct and fully prepare each student to use the 
new digital production studio and non-linear editing systems with confidence and skill; 
enabling them to create and produce their own television programs. Training or 
memberships from other Public Access training is not transferable and there are no 
opportunities to waive training that is needed to operate the equipment at RTN.  
 
The following are required and recommended as steps for becoming certified as a 
community producer:  
Ã Attend orientation (required) 
Ã Attend a producer’s workshop (recommended) 
Ã Register and attend appropriate classes (required) 
Ã Successfully completing and passing all appropriate written and practical tests  

  (this is a requirement before applying for membership) 
 
2.4 RE-CERTIFICATION 
The staff and management requires individuals who do not demonstrate adequate ability 
to perform a previously certified skill, use equipment in a negligent manner, or fail to 
produce a program during each calendar year to undergo additional training. Re- 
certification is required if RTN staff determines that an individual’s skill level is 
insufficient for the safe and proper use of the facilities or production equipment. 
 
2.5 PRODUCTION CLASSES AND WORKSHOPS 
Field Production  
This class is designed for the use of the Panasonic 456 camera and 
DVC-7 cameras. The student is taught basic camera techniques, audio, 
lighting and how to shoot on location. Both cameras are used for 
instruction during this class.  

Non –linear Editing using Final Cut Pro  
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This class is designed for to teach the student basic editing techniques 
using Final Cut Pro.  
Studio Control Room Operation  



This class is designed for the use of the production video switcher, the production audio 
board, the character generator and the teleprompter for live and taped studio programs. It 
includes basic camera switching and directing, audio mixing and microphone use, 
graphics, title pages, credits, studio lighting, video integration, teleprompter operation 
and viewer calls. Certification required for individuals directing shows. Additional 
training and/or workshops may be required.   
       
Studio Camera Operation 
This class is designed for camera operators. Introduction to studio procedures, camera 
moves, audio set-up and crew communication are taught. To complete certification, the 
student is required to provide four hours of volunteer work with a certified RTN studio 
production. 
        
Control Room Audio  
This workshop is designed to cover the basic operation of audio board in studio 
production control room.  Set and adjust recording and trim levels, monitor audio signals, 
equalization, microphone use and troubleshooting.  
 
Studio Lighting  
This workshop is designed to cover basic studio lighting and how to use the lighting 
board. Students learn basic 3-point lighting, how to properly and safely use 1K and 2K 
light instruments. 
     
Compix Media Character Generator 
This workshop is designed to cover the operation of Compix Media 
character generator for the purpose of creating titles, credit pages, 
headings and full page graphics. 
 
Teleprompter  
This workshop is designed to cover use of a teleprompter for studio 
productions.  
 
Ingress/Egress Workshop 
This workshop is designed to teach users how to use Crispin automation software that is 
customized to cue and set-in and out points for dubbing complete productions (episodes) 

to the Omneon server for play out on Raleigh Television Network. 
Videos are to server for editing and programming and producers are 
given a log-in identification name and space accommodation.  
 
 
Producers Workshop 
This workshop is designed to review the operational policies 

and procedures for successful studio production. Students will learn about the 
creative roles and responsibilities involved in developing a show; pre-production 
techniques, production management skills, recruiting crew and volunteers and how to 
format a show.  
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RTN reserves the right to cancel or postpone a class until further notice. 
 
2.6 PRODUCER RESPONSIBILITIES 

General Guidelines include but are not limited to the following: 
Each certified individual who plans to produce a program to televise on Raleigh 
Television Network as a community producer must submit a completed Program 
Proposal for the program that he/she intends to televise on RTN10 or RTN22.  A 
producer may televise no more than two programs for which he/she assumes full 
responsibility for the program content, certifies and agrees that the content complies with 
RTN Programming Policies and Procedures and must agree to absolve RTN from any 
responsibility should their program become damaged, lost or stolen.  
 
The community producer is responsible for damages to equipment or 
facilities due to misuse, mistreatment, accident, neglect or theft while 
entrusted in their care.  The community producer is also responsible 

for the actions and conduct of their crew including the 
mishandling of equipment.  Should any of the 
aforementioned occur, the producer would be 
suspended immediately and shall only be reinstated 
until full the restitution/compensation of equipment.  
The producer is advised to report any incidents of 
damage or theft immediately. Should the producer fail 
to meet the terms of the repayment schedule, he/she 
will be suspended indefinitely until full payment in 
received. 

Community access 
producers are 
responsible for 
providing all certified 
production and other 
related personnel 
necessary to produce 
programming and to 
operate all equipment 
used to produce local 
access programming. 

 
2.7 Guidelines for Studio Production Equipment Use  

Community producers are required to provide certified crew members for 
their productions. The recommended minimum crew requirement for live and taped 
studio productions is five certified individuals. Following are some requirements: 

Be aware of deadlines, 
important dates and 
procedures for studio 
reservations, quarterly 
seasons, schedules and 
contract applications 
for channel time and 
RTN’s operating 
policies and 
procedures for 
equipment use. 

• Five people for live shows that include a variety of production elements such as 
performances, roll-ins, and more than four people on the set 

o (director, audio technician, two camera operators, floor director)   
• Talking head show with host and one guest 

o Minimum is three people (director-who does audio, two camera operators) 
•  Talking head show with host and two or three guests  

o Minimum is four people (director, audio person, two camera operators) 
The producer is responsible for the behavior and activities of their crew and talent during 
their scheduled production time.  Producers are encouraged to advise crew and talent 
about RTN policies and procedures.   
 
Producers are not agents or employees of the City of Raleigh or Raleigh Television 
Network.  They are independent producers who create programming for themselves or 
the group they represent and they retain copyright to their programs.  Raleigh Television 
Network cannot authorize the use or distribute any program without the producer’s 
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written permission except when required by a regulatory body, government agency or 
court of appropriate jurisdiction. 
 

STUDIO RESERVATIONS 
Reservations and use limits may be instituted according to the demand and 
availability for studio, editing and field equipment.  Series producers may apply 
to reserve the studio for a thirteen (13) weeks period—quarter season. RTN’s 
programming schedule is divided into four (4) quarterly seasons and producers 
are required to apply for studio use and channel time every quarter. Requests for 
studio contracts/series agreements are approved on a first come first serve basis.  
Failure to submit the required forms (studio proposal form and series agreement) 

may result in rejection.  Approval is contingent upon technical feasibility and complete 
documentation. Time slots and studio reservations for live or taped productions are not 
guaranteed. Failure to submit required documents by the deadline may result in the 
suspension of your program for the upcoming series period.  

Studio 
reservations 
and  
Channel time 
slots are not 
guaranteed. 

 
2.8  CATEGORIES OF MEMBERSHIPS  
All memberships are subject to review and increases.  
Raleigh Television Network recognizes several categories for memberships when you 

have met the eligibility criteria and have completed the 
certification process (Sections 2.1 and 2.3). Once the certification 
conditions have been met, individual members may have access to 
studio and or field production equipment as long as they are in 
good standing and their membership is current. Access will be 
denied for expired memberships. All memberships are annual and 

payment is due upon expiration. To avoid the immediate cancellation of access privileges 
including program cancellation, pending payment of dues must be made within two 
weeks of the first past due notice.  If an individual reserves the use of RTN facilities for 
multiple shows, additional fees will apply for using the studio and field production 
equipment. (See appendix for details). Producer responsibilities 

include but are not limited to 
the following: 

 Damages to equipment or 
facilities entrusted to their 
care resulting from misuse, 
accident, neglect and theft. 

 Should any of the 
aforementioned occur, the 
producer’s access 
privileges will be 
immediately suspended 
and remain in effect until 
full compensation is made.  

 
2.9 PRODUCER 
The independent community producer is responsible for the behavior 
and activities of their crew, talent and guests during their scheduled 
production time and they are encouraged to advise their crew, talent 
and guests about RTN policies and procedures. 
 
Producers, talent, crew or guests who bring children under the age of 
year are responsible for supervising them during their visit and 
scheduled production time. Toddlers should be carefully monitored 
and watch at all times.  
 
A producer is liable for violations committed by their crew, talent, 
guests and children. 
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If a producer is unable to meet a commitment to use facilities and equipment as 
scheduled, staff must be notified within twelve (12) hours or at least one hour before an 
appointment to edit, pick up equipment, use the studio for a production or to ingress 
content. Producers are required to return equipment and vacate RTN facilities as 
scheduled following the completion of a production. Failure to do so constitutes a minor 
violation. 

If a producer commits to a series (telecast date) and is not able to fulfill the 
commitment, the telecast time for the event may be forfeited and the time may 
be given to another certified producer. 

 

Producer responsibilities: 
 Any one person can be program producer and he/she will be responsible submitting quarterly 

series contract agreement forms and reserving equipment and facility use time.  
 Producers not in “good standing” (e.g. suspension, owes memberships dues or has misused, 

damaged or lost RTN’s equipment) will not be allowed access privileges including channel time. 
 If a producer decides that he/she is unable to fulfill the commitment to produce a program, 

he/she should notify RTN and submit in writing the name of the new producer. The new 
producer must be certified and will be required to complete the application process.  

 
2.10 PRODUCTION VOLUNTEERS 
Production volunteers provide an invaluable resource to independent community 
producers. They are adult residents living in Raleigh/Wake County and have successfully 
completed the certification process by taking the appropriate production classes and serve 
as crew on studio productions. 
 
Minors may also serve as crew on studio productions. (See Section 2 for details). 
 
2.11 PRODUCTION INTERNS 
RTN provides an excellent opportunity for college students in the field of Mass 
Communications and other related fields to gain first-hand knowledge and “hands-on” 
experience in television production.  Area college sophomores, juniors and seniors are 
invited participate in the program for one full semester for credit hours as required by 
their academic institution.  
 

SECTION 3: PROGRAMMING STANDARDS ON RALEIGH TELEVISION NETWORK
 
3.0 SCHEDULING AND SUBMITTING CONTENT (PROGRAMS) 
Equipment and facility use is allocated and scheduled by staff on a first come first serve 
basis for producers and access members who are in “good standing” (active certified 
members).  All certified community producers must submit a program proposal that 
describes the intent and technical requirements for their production. 
 
Facilities, equipment use, technical assistance and channel time are provided to residents 
of Raleigh and Wake County on a first come, first serve nondiscriminatory basis. Annual 
membership fees are required before an individual is eligible to use equipment. 
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Consideration (on a case by case basis) may be made for an individual who requests 
to practice on a piece of equipment following training and certification.  
 
Production facilities and reservations for equipment and series channel time may be 
refused for violation of policies and procedures. Minor and major violations are found in 
Section 7. The response to a minor violation is a written warning. With the accumulation 
of two written warnings and a third infraction within a 13-week period, a community 
producer faces immediate suspension of privileges for the remainder of the current 
season. Subsequent suspension within six month will result in a one (1) year suspension. 
A major violation will result in immediate suspension. 
 
A. SUBMITTING CONTENT 
Programs submitted after a new series period has begun will not be scheduled; however, 
they may be submitted at the beginning of the next series period. Special consideration 
may be made for submissions on a case by case basis. 
 
B. TYPES OF PROGRAMS 
Studio Productions 
A variety of programs are telecast on the Raleigh Television Network Television 
channels including taped and “live call-in studio shows”. The capability to telecast a live 
program is available to citizens who have demonstrated their competency to handle the 
demands of a live production as well as the ability to develop a core group of certified 
access production users to operate the necessary studio and control room equipment.  
Access shows that are televised live from RTN’s studio are currently scheduled for 
weekly play out on RTN 10 according to the schedule below: 
 

 Production Schedule Weekdays Studio Production Times 
Mondays 6:00 p.m. – 9:30 p.m. (last show begins at 

8:30 p.m.) 
Wednesdays 6:00 p.m. – 9:30 p.m. (last show begins at 

8:00 p.m.) 
Thursdays 6:00 p.m. – 9:30 p.m. (last show begins at 

9:00 p.m.) 
Fridays 10:00 a.m. – 6:30 p.m. (available first come 

first serve last show taping begins at 4:00 
p.m.) 

Requests to reserve studio time for a live production will be considered on an individual 
basis and made available upon the successful completion of a minimum of seven (7) 
episodes of a program produced during the previous season. A season is thirteen weeks. 
 
Requests to reserve studio time for a taped production will be considered on an individual 
basis after requests for all live productions have been scheduled for the programming 
season. 
 
Shows produced at other access facilities are not considered as a waiver for this 
requirement.   
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 Production Schedule Weekdays Studio Production Times 
Saturday 9:00 a.m. -1:00 p.m.  
**Currently available for taped productions only. 
 
Producers who have regularly scheduled programs may submit a series contract 
agreement to reserve studio time for a taped or live production per quarter for the 
following: 
 

Ã Weekly (thirteen weeks/episodes) 
Ã Bi-weekly (six or seven weeks/six or seven episodes) 
Ã Monthly (once per month/three episodes) 
Ã One-time only special  

 
If a producer commits to a live telecast date and time for a weekly or by-weekly series 
and is not able to fulfill the commitment, the telecast time for the event will be canceled. 
RTN staff reserves the right to suspend a live production when a producer cancels more 
than four productions during a thirteen-week (13) series period. 
 
Studio time may be preempted when necessary. When this occurs, the producer will be 
notified of the schedule change.  
 
3.1 PROGRAMMING RIGHTS 
Certified program producers must agree to first telecast their program on Raleigh 
Television Network -- RTN10 or RTN22.  They retain the copyright to their programs.  
Creating an audience for a specific community television program is the responsibility of 
the producer. 
 
Certified individuals who use RTN’s production equipment and facilities to produce 
public access shows, must agree to first telecast their program on Raleigh Television 
Network -- RTN10 or RTN22.  They retain the copyright to their programs producer 
 
3.2 THE FIRST AMENDMENT 
The FCC and the Supreme Court have strongly and consistently supported First 
Amendment rights over all other concerns.  Federal Communications Commission (FCC) 
rules regarding language and other programming content on Public Access cable 
television differ significantly from the rules and regulations regarding the content of 
commercial or non-commercial public, broadcast programming.  

 
Local franchising authorities are prevented by federal law from making PEG 
programming decisions based on program content.  
 
“A CABLE TELEVISION FACT SHEET” issued in May of 1998 by the FCC outlines the 
criteria that Franchising Authorities are required to follow. The Fact Sheet states that:  
“In accordance with applicable franchise agreements, local franchising authorities or 
cable operators may adopt on their own, non-content-based rules governing the use of 
PEG channels. For example: 
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 Rules may be adopted for allocating time among competing applicants on a 
reasonable basis other than the content of their programming.  

 Minimum production standards may be required.  
 Users may be required to undergo training.” By definition, Public Access 

channels are programmed by amateurs. 
 
“Federal law permitted a cable operator to prohibit the use of a PEG channel for 
programming which contained obscene material, sexually explicit conduct, indecency, 
nudity, or material soliciting or promoting unlawful conduct. However, the U.S. Supreme 
Court determined that this law was unconstitutional. Therefore, cable operators may not 
control the content of programming on public access channels with the exception that the 
cable operator may refuse to transmit a public access program, or a portion of the 
program, which the cable operator believes contains obscenity.”  
 
Source: Section 611 of the Communications Act  
 
3.3 PROGRAM CONTENT 
Each community producer must submit a completed program proposal for studio and/or 
field production and certify that the content complies with RTN guidelines.  All program 
content shall be non-commercial in nature and shall not make any reference to the 
acquisition of a product or the promotion of a service or event. The community producer 
must secure signed talent releases and written permission from copyright holders for 
audio, visual or written material used in their program regardless of the “fair use” test and 
must provide copies to RTN. 
 
Programs must not contain: 

 Any material that is obscene, libelous, or slanderous or knowingly violates 
any federal, state or local laws; 

 Lottery, gambling or pari-mutual schemes; 
 Material designed to promote the sale of products or services; or 

promotions and endorsements for individuals seeking public office; 
 Solicitation of funds;  
 Materials or performances that require copyright or trademark 

authorization unless written authorization for the use of such material have 
been secured. 

 
The inclusion of any of the aforementioned constitutes major violation (see section 7). 
 
A program which contains any of the following may be considered “potentially 
offensive” when any material or work that displays or exhibits any of the following: 

 Genitalia; and 
 Acts of human masturbation, sexual intercourse, sodomy, fellatio, 

cunnilingus, or bestiality, excretory activities or organs; 
 
The above items shall be deemed obscene only: 
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 Where the average person applying contemporary standards would find 
that the material or work, taken as a whole appeals to the prurient interest; 

 Where such work or material depicts or describes such activities in a 
patently offensive way; and 

 Where such work or material taken as a whole lacks serious literary, 
artistic, political or scientific value. 

 
Material shall be declared adult if it displays, includes, references or exhibits any of the 
following; 

 Strong sexual content, depicts or simulates sex acts; 
 Exposes the female breast(s) pursuant to City of Raleigh Code 13-3002; 
 Representation of the human genitalia; 
 Descriptions and graphic verbal or visual depictions or representations of bodily 

excretory functions pursuant to City of Raleigh Code 13-30013; 
 Excessive violence, such as verbal or visual graphic depictions or representations 

of rape, murder, suicide or physical assault; or 
 derisive adult language, either visual or spoken graphic depictions or 
 representations, [i.e., sexually connoted expletives], pursuant City of  Raleigh 
Code 13-3007. 

 
Mature audience programmers are required to include the following viewer advisory immediately 
prior to and at least once during the program: 

The following (this) program may contain language and subject matter unsuitable for 
children.  Parental discretion is advised. The views and opinions expressed in this 
program are no that of the City of Raleigh, Raleigh Television Network or Time Warner 
Cable.  

 
Mature audience programs shall be telecast during periods designated for adult viewing. (See 
definitions, Section 1.4, pg. 6) 

 
A program that includes the aforementioned must indicate this on the program proposal and 
program statement of compliance form. Failure to include the nature of a program that is not 
intended for the general audience shall constitute a major violation.  Programming that is adult in 
nature shall only be telecast during adult viewing periods and will not be eligible for repeats.  
(See definition for adult programming). 
 
3.4 PROGRAM LIABILITY 
Community producers and content providers must sign a statement of compliance as part of the 
application process prior to submitting a program or series to televise on RTN10 or RTN22.  
Program content is solely the responsibility of the producer.   
 
Producers must identify themselves at the conclusion of their program.  Producers must state their 
name, contact address or phone and email address for questions and/or comments.  Fictitious 
names shall not be used unless intended for creative and theatrical performances during a 
production.   
 
If you are using the production facilities and equipment at RTN, you must conclude each episode 
with the following in the closing credits: 
  

The preferred audio and/or video statement must state: 
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“The proceeding program was produced at the production facilities of Raleigh 
Television Network. The views and opinions expressed are not those of the City 

of Raleigh, Raleigh Television Network or its staff.” 
 
For more information about (said program), contact (producer name) at (your 
home address or post office box, e-mail address and telephone) 
  
 The preferred audio and/or video statement for an individual, non profit 

organization or business that donates goods and services to the producer 
for their program that defrays cost shall be acknowledged as “The 
following (or preceding) community program has been made possible in 
part by (name the sponsor).”  

 
Logos, slogans or video that in any way identifies or promotes a business, event or 
commercial entity is prohibited and constitutes a major violation. 
 
3.5 PROGRAMMING RIGHTS 
Producers must submit programs that meet the technical standards for telecast on RTN10 
or RTN22.  Programs submitted for live or taped telecast are scheduled with the 
consideration for locally (Raleigh/Wake County) produced programs having priority over 
programs produced outside of the service area.  This includes programs produced using 
RTN facilities and equipment.  All other programs have last priority and are scheduled in 
accordance with the availability of channel time and space.   
 
A. Local residents (within the Raleigh/Wake County service area) may submit 
programs to telecast programs on RTN channels.  They assume full responsibility-- same 
as the community producer who uses RTN’s production equipment to produce programs; 
therefore, they must also abide by RTN policies and procedures.  
 
B. Certified community producers must agree to first telecast their programs on 
Raleigh Television Network—RTN10 or TNN22. Creating an audience is the 
responsibility of the producer. 
 
3.6 RESERVATIONS 
An active producer may reserve the studio for live series only for no more than one 
locally produced series at any given time.  This schedule shall correspond with the 
telecast schedule for a live weekly, bi-weekly or monthly production.  All programs will 
be scheduled two repeats at the discretion of staff and are not guaranteed; however efforts 
shall be made to schedule repeats in a regular fashion during every thirteen (13) week 
series period.   As stipulated in the provisions of the Series Agreement, the agreement is 
nullified if the producer fails to either complete or cancels two productions during the 
thirteen weeks. 
 
A. An active producer may schedule a regular time slot for (13) weeks to telecast a 
taped program. Repeats are scheduled at the discretion of staff and are not guaranteed; 
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however, efforts shall be made to schedule repeats in a regular fashion during every 
thirteen - (13) week series period.  

 
B. Programs submitted after a new series period has begun will not be scheduled; 
however, they may be submitted at the beginning of the next series period.  Special 
consideration may be made for submissions not seeking a weekly, bi-monthly or monthly 
time slot. 

 
C. Channel time is not guaranteed. 
 
D. If a producer commits to a live telecast date and time and is not able to fulfill the 
commitment, the telecast time for the event will be canceled.    RTN staff reserves the 
right to suspend a live production when a producer cancels more than four productions 
during a thirteen-week (13) series period.   
 
E. Studio, editing, equipment checkouts or scheduled telecasts may be preempted 
when necessary.  Every effort shall be made to notify the producer prior to the schedule 
change and the preempted time may be rescheduled as soon as possible.     
 
3.7 ADVERTISING OR COMMERCIAL PROGRAMMING 
A. Programs produced at RTN facilities and with RTN’s production equipment and 
transmitted over Public, Education and Government Access channels shall be no- 
commercial in nature.  RTN community producers may not receive funding, goods or 
services as compensation for productions utilizing public access facilities and/or 
equipment. Advertising material of any length or type or the promotion of any business, 
product, service or the appeal for money constitutes a major violation.  Telephone 
numbers and addresses shall not appear or be presented at any time during live or taped 
programs but may appear in the closing credits at the end of the program.   
 
B. A program is commercial when one or all of the following conditions exist: 

 RTN facilities and/or equipment are used by a member of the public to 
produce a program intended for telecast on a commercial broadcast 
station, cable local origination television channel or distributed by direct 
sales to consumers; and/or are telecast on a commercial television channel 
three times during a twelve (12) month calendar period;  

 
 The mention of cost, fees and/or product or price comparison; the mention 

of “in stores now”; placement of logo, video or product within and at the 
beginning or end of a program; and the mention of “free” offers at no cost.  

 
 This includes the use of graphics, video clips and audio that identifies a 

business and its location.  Any visual or audio reference to a commercial 
entity, business, or event and/or such practices constitutes commercial 
content and is a major violation.   
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Community producers are required to advise guests of the rules regarding on-air conduct 
when discussing their profession or business. Producers are encouraged to notify in 
writing to Raleigh Television Network staff, within thirty days following the commercial 
telecast of a program produced at RTN.  Failure to do so shall constitute grounds for an 
immediate suspension of all equipment use and programming privileges.   
  
3.8 IDENTIFICATION OF PROGRAM GUESTS 
In an effort to promote a safe and hazard free working environment, community 
producers shall be required to provide a list of names of individuals invited as guests to 
visit RTN during a live or taped production.  Additionally, producers must select a 
crewmember to greet other crewmembers and guests at the door prior to production.  This 
will assist staff in knowing who should be allowed in the studio when productions are 
scheduled and it ensures safety for everyone. 
 
Guests who appear on RTN programs may be verbally identified as a representative of a 
business.  Commercial or business representatives may not have personal or business 
telephone numbers or addresses stated or displayed during the program, but may be 
included in the closing credits at the end of the show.   
 
3.9 PUBLIC SERVICE ANNOUNCEMENTS/RTN INFORMATION COMMUNITY 
BULLETIN BOARD 

One of the purposes of RTN22 is to inform citizens about local events and 
activities.  Any individual or organization may submit non-commercial 
announcements for inclusion on RTN22.  Announcements should be clearly typed 
and submitted at least two weeks in prior to the event and are scheduled on a first 
come first serve basis. Announcements may be mailed, faxed or emailed to 
and should be submitted four weeks in advance allow adequate time to 
publicize the event: 

City View Bulletin Board 
P.O. Box 590 Raleigh, NC 27602 

 (919) 831-6877 Fax Number 
community.television@ci.raleigh.nc.us

RTN reserves the right to edit any announcement and does not guarantee that your 
announcement will be televised.  Promotions for religious services, solicitation of funds 
for any reason and advertisements for political campaigns are not permitted on the 
RTN22 Information/City View Bulletin Board.  
 
The City of Raleigh and RTN reserve the right to change, revise or update the Policies 
and Procedures at any time.  
 
3.10 UNDERWRITING AND SPONSORSHIPS 
Producers may receive funding to meet the production needs for their access shows for 
not-for-profit purposes. Funds through grants, underwriting and sponsorships may not 
include the labor (time) for the producer or crew. Items that may be supported by 
donating goods and services that are permissible expenses are: 

Ã Equipment rental 
Ã Transportation 
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Ã Sets 
Ã Meals 

 
A. The contribution of goods, services and funds for the production of community 
access programs on RTN10 or RTN22 may be considered taxable income by the Internal 
Revenue Service (IRS).  
 
B. Any individual, business, not-for-profit organization or institution that donates 
goods and services to the producer for their programs that defrays production costs shall 
be acknowledged as follows only in the beginning and at the end of the program: 
 
Ã Total credit mention may not exceed (60) seconds per half hour segment. 
Ã The preferred audio and/or video credit should state: 

 “The following (or preceding) community access program has been made 
possible in part by (name of the sponsor). 
 
C. Underwriting and sponsorships must be reported to RTN. 
 
3.12 THE USE OF COPYRIGHT MATERIAL 
The community producer must secure signed talent releases and written permission from 
copyright holders for audio, visual or written material used in their programs regardless 
of the “fair use” test and must provide copies to RTN.  
 

 Copyright laws are broad and confusing. 
 Copyright laws don’t cover ideas or concepts.  
 The Copyright Act of 1976 established some new rules including provisions for 

the “fair use” of copyright materials. 
 
Fair Use and its application 
 This provision of the copyright law allows the reproduction and other uses of 
copyrighted works under certain conditions for purposes such as criticism, comment, 
news reporting, teaching, scholarship or research. 
 
The Four Factor Fair Use Test 

 What is the character of the use? 
 What is the nature of the work to be used? 
 How much of the work will you use? 
 What effect would this use have on the market of the original or for 

permission if the use were widespread? 
 
3.13 PROMOTION 
Creating an audience for a specific community television program is the responsibility of 
the producer. Producers are encouraged to create: 30 video promos for play out on RTN 
10 and RTN22.  
 
3.14 PROGRAM ARCHIVE 
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RTN has limited space and does not keep program media beyond thirty (30) days. After 
30 (thirty) days unclaimed media will be discarded. Program files will be kept on the 
Omneon one week after the last play date. RTN provides weekly file maintenance and 
deletes old episodes bi-weekly.  
 
3.15 DUBBING 
Producers are responsible for scheduling time for all dubbing needs. Dubbing is not done 
by RTN staff. A fee will be charged for dubs made by RTN staff. 
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Without this copy we cannot correct any malfunctions and you will be have to 
return to ingest that episode(s) again.  

3. Staff will be responsible for reviewing your completed project on the server to 
insure that it will play-out correctly. We will also be responsible for deleting those 
episodes from your folder.  

4. DO NOT DELETE ANY EPISODE YOURSELF WITHOUT VERIFYING 
THAT THE HAVE BEEN VERIFIED. 

 
4.7  DISCLAIMERS  
All programs produced at the Raleigh Television Network or with RTN equipment 
must credit the contribution of Raleigh Television Network at the conclusion of the 
program. Studio and taped programs must include the following disclaimer at the 
conclusion of each program episode: 

 
“The proceeding program was produced at the production facilities of Raleigh 

Television Network. The views and opinions expressed are not those of the City 
of Raleigh, Raleigh Television Network or its staff. 

 
For more information about (said program), contact (producer name) at (your 

home address or post office box, e-mail address and telephone) 
 

Any graphics or teleprompter files saved to the computers must be saved under 
“DOCUMENTS “with the name of the program in the title, or in a folder with the 
name of the program. Deleting unused files will be the producer’s responsibility. 

 
By following these procedures, we can ensure that your time at the edit suite is not 
wasted, prevent you from having to return to redo a project, and keep your programs 
scheduled to play-out correct.  
 
SECTION 5: COMPLIANCE AND DISCIPLINARY PROCEDURE: SUSPENSION OF 

PRIVILEGES  
 

5.0  GENERAL STATEMENT 
The use of Raleigh Television facilities and equipment is a privilege that is available to 
individuals and organized groups who are certified to produce programs to telecast on the 
access channels. Therefore, RTN reserves the right to refuse access on a temporary or 
permanent basis and/or pursue disciplinary or legal actions against individuals or 
organizations that violate the policies and procedures and/or jeopardize the safety and 
well-being of staff and other community users.   
 
Below is a list of minor and major violations.  This list is not inclusive and RTN reserves 
the right establish rules to govern a safe and productive working environment. The 
response to a minor violation will be a written warning.  
 
Raleigh Television Network (staff) reserves the right to enforce all rules and policies 
within this document. 
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5.1  MINOR VIOLATIONS  
The response to a minor violation will be a written warning. The accumulation of two 
written warnings and a third infraction within six months will be immediate suspension.  
 
5.1.1 Failure to provide Raleigh Television Network (RTN) with advance notification 
when unable to use equipment or facilities as scheduled or failure to contact RTN within 
24-hours when unable to return field production equipment as scheduled. 
5.1.2 Scheduling privileges will be revoked for abusing reservation time to ingest and 
edit on Final Cut Pro.  
5.1.3 Failure to return equipment on time. 
5.1.4 Failure to vacate facilities as scheduled. 
5.1.5 Failure to complete Community Television forms. 
5.1.6 Consumption or possession of food or beverages in the control rooms or edit 
suites. The producer is responsible for their guests and crew. 
5.1.7 Failure to remove sets and props from the studio immediately following 
production. 
5.1.8 Serving as crew without first fulfilling certification or apprenticeship 
requirements. (Violation is issued to responsible producer) 
5.1.9 Unauthorized entry of staff offices or front desk, tape storage, channels control 
equipment storage or engineering areas. 
5.1.10 Failure to comply with check in and check out procedures. 
5.1.11 Failure to provide Community Television Center identification card upon the 
request of a staff member. 
5.1.12 Failure to report equipment malfunction. Defective equipment reports are 
available for this purpose. 
5.1.13 Failure to complete a program within sixty (60) days of the first use of production 
equipment. 
5.1.14 Failure to completely clean up the studio and control room. 

 
5.2  MAJOR VIOLATIONS  
Upon committing a major violation, an immediate ninety-(90) day suspension shall 
result. A subsequent suspension within the following six months will result in a one-year 
suspension upon additional infractions. Major violations include but are not limited to the 
following listed below: 
 
5.2.1. Disruptive or disorderly conduct; 
5.2.2. Possessing or being under the influence of alcohol or drugs; 
5.2.3. Making false, slanderous, misleading, or fraudulent statements; 
5.2.4. Falsely representing oneself as a Raleigh or Wake County resident or employee of 
the City of Raleigh or Raleigh Television Network; 
5.2.5. Abusing, vandalizing, or stealing RTN equipment, tape, or facilities; 
5.2.6. Dismantling, rewiring, or re-configuring production equipment; 
5.2.7. Allowing unauthorized persons to use RTN equipment; 
5.2.8. Failing to adhere to program content guidelines; 
5.2.9. Using RTN facilities for purposes unrelated to the production of programs for cable 
channel 10 and cable channel 22 on the Raleigh-Time Warner Cable system; and, 
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5.2.10. Misrepresenting a program's content and category; including the promotion of an 
event, and the verbal or graphic mention of the acquisition of a product or service;   
5.2.11 the aforementioned list is not inclusive.  

 
Television staff reserves the right to enforce all rules and policies within this document. 
Please refer to specific sections for details. 

 
SECTION 6:  CODE OF ETHICS 
1. Respect the First Amendment rights of all Members equally. 
2. Strive to produce quality programs. 
3. Display common courtesy during production hours and keep excessive noise in 
 check. 
4. Return equipment and vacate the facilities as scheduled. 
5. Be responsible community producers and adhere strictly to the Community 
 Television Center rules when producing programs for adult and /or mature 
 audiences. Such producers are encouraged to request that these programs be 
 telecast during periods designated for adult viewing. 
6.  Have certification cards in your possession whenever at the Community 
 Television Center. 
7.  Adhere to equipment check out and check in procedures 
8.  Report any damage or loss of equipment. 
9.  Respect and treat access equipment as if it were your own. You must pay for all 
 items lost or damaged while in your possession 
10.  Keep food and beverages out of the control rooms and edit suites. Producers 
 assume responsibility for damage resulting from the consumption or possession of 
 food or beverages in the studios as props. 
11.  Conform to all access policies and procedures and the Code of Ethics, and ask 
 your guests to do the same. 
 
Section 7:   DISCIPLINARY ACTIONS 
Raleigh Television Network (RTN) staff shall bear the responsibility to ensure that the 
policies and procedures established by the center in accordance with policy set by the 
Raleigh Telecommunications Commission are administered in a fair and equitable 
manner with respect to each incident and situation. 
 
Section 8:  GRIEVANCE PROCEDURE AND DISPUTE RESOLUTION: SUSPENSION 

OF PRIVILEGES 
8.0 The Appeal Process 
The appeal process allows any community producer or organized group with a complaint 
to appeal a disciplinary action taken against him, her or them for violations and non-
compliance of the access center’s policies and procedures.   Producers may seek action 
by following the procedures below: 
 

8.1 Present the grievance in writing to the Raleigh Television Network 
Production Services Manager. 

 
8.2 If the resolution is not achieved in ten (10) business days, the grievance 

may be appealed in writing to the Cable Administrator who will 
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investigate the circumstances and make a determination within ten (10) 
days from the receipt of the grievance.  

 
8.3 If the aggrieved wishes to appeal the determination by the RTN/Cable 

Administrator, the grievance may be appealed in writing to the Chair of 
the RTC who will refer the grievance to the appropriate committee for 
review and investigation.  A copy of the original grievance and resolution 
shall be included.  A courtesy copy will be provided to the Cable 
Administrator.  The Raleigh Telecommunications Commission (RTC) or 
the appropriate committee will hear the appeal and make a decision with 
ten (10) business days from the receipt of the grievance. 

 
8.4 If the matter is not resolved, (the) RTC or the appropriate committee shall 

make a report at the next regularly scheduled RTC meeting.  Their 
decision will be rendered within (5) business days of the meeting. 

 
8.5 If the final decision is not acceptable to the aggrieved, the matter may be 

resolved through the appropriate judicial process.     
 
Section 9:  THE RALEIGH TELECOMMUNICATIONS COMMISSION 
 
The Raleigh City Council appoints the Raleigh Telecommunications Commission.  
Nine members comprise the Raleigh Telecommunications Commission (RTC), which 
includes three standing committees.  They meet the third Thursday of every month unless 
otherwise noted.  All meetings are televised live on Channel 11; the government access 
channel and are open to the public. 
 
The Legislation and Policy Committee is responsible for planning and implementing the 
development of the Community Television; the preparation of policies to ensure the 
equitable utilization of the community channels; to monitor the effectiveness of policies 
adopted by the Commission and subsequent desirable amendments and revisions.   
 
The policies and procedures governing Public (Community) Access shall be developed 
by the Raleigh Television Network staff in accordance with the policy set by the Raleigh 
Telecommunications Commission and will be made available to all community producers 
and users. 
 
Raleigh Television Network reserves the right to revise and amend policies and 
procedures in accordance with policy set by the Raleigh Telecommunications 
Commission and will make changes available to all community producers.  New or 
revised procedures shall be posted fourteen (14) days prior to implementation.  RTN will 
make every effort to advise producers and users of any changes through notices, flyers 
and the Camcorder, the center’s newsletter. 
 
The Legislation and Policy Committee endorses the Code of Ethics. 
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Appendix 
Frequently Asked Questions 
Lighting Grid  
Forms 
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