Guilford Community Television – Tape Scheduling Guidelines

GCTV schedules tapes to be aired on Channels 18, 19 and 20.  GCTV works to adhere to scheduling guidelines when scheduling tapes, however, guidelines are not hard and fast or rigid rules.  GCTV generally works to balance programs and to maximize the amount of time the tapes can be aired while also balancing the need to provide reasonable time for bulletin board and schedule announcements.  In general, we work as follows:
· Tapes are changed on Monday and Wednesday afternoons and Saturday mornings.  On rare occasions, bad weather or some form of an emergency prevents adherence to this tape rotation schedule.

· Once aired, tapes will be placed on the shelf outside the control room.  Tapes will not repeat from one rotation to the next unless otherwise approved in advance by GCTV’s board of directors.  A tape can be resubmitted by the producer/submitter.

· When scheduling tapes to air, we work to avoid long cycle times (the amount of time before the tape will repeat during a 24 hour period).  We work to achieve 4-hour cycles (so a tape would repeat every 4 hours) or less (repeat every 2 or 3 hours) as this will increase the number of times a tape will play during a 24 hour period.  For example, scheduling a tape to play every four hours means it will be shown six times during a 24 hour period while scheduling to play every six hours would reduce the number of times the tape will play to four times during a 24 hour period.
· We prefer to schedule so a tape starts on the hour, or half hour.  We will occasionally schedule a tape on the quarter hour or specific minutes depending on the quantity and length of the tapes submitted. 

· GCTV supports VHS and DVD formats.  We have only 2 miniDV tape decks so only 2 miniDV tapes can be shown during a play cycle.  This causes a real delay for those who submit miniDV tapes.  
· Public programs (e.g. tapes submitted by a Guilford resident or a person employed in Guilford) are scheduled on Channel 18.  If time and space becomes limited on 18, we will work to schedule some tapes on Channel 19 if sufficient time slots are available on that channel. 

· Programs submitted by a local public school or by the Guilford Board of Education (e.g. BOE Meetings) are scheduled on Channel 19 (the Education channel).  If time space becomes limited on Channel 19, we will work to schedule some tapes on Channel 18 if sufficient time slots are available on that channel. 
· Town Meetings and programs submitted by the Town of Guilford are aired on Channel 20.  GCTV typically does not air public or educational programming on Channel 20.  The only exception is during the local election season.  At this time, GCTV may choose to air local debates that are of a non-partisan nature on Channel 20 in order to make room on the other 2 channels for public and educational programming. 

· We often schedule sports related programs involving a Guilford public school team or a concert featuring a public school group on Channel 19.  However, you will often see sports related programs or concerts aired on Channel 18 as well.  Such programs are not limited to show only on Channel 19.  GCTV believes that every submitter’s tape is important and scheduling decisions are typically based more on the math associated with tape lengths and the desire to maximize the airing time for as many tapes as possible during a rotation cycle.
Tape Scheduling Priorities 

On occasion, GCTV receives more tapes than we are able to schedule and still allow tapes to get “reasonable” playing time.  GCTV has established the following priorities for tape scheduling when several tapes are submitted.
Tape Scheduling Priorities For Channel 18
· 1st priority to newly submitted, locally produced.  If many newly submitted, locally produced tapes are submitted, priority is then based on when the tape was submitted (first in, first scheduled, etc.).
· 2nd priority to newly submitted, externally produced (produced by someone outside of Guilford). 

· 3rd to locally produced repeats.  We stamp a tape and keep a log to identify when it has been played and we look at how many times a tape had been repeated when trying to decide. 

· 4th to externally produced, repeat submissions. 

Tape Scheduling Priorities for Channel 19:

The priorities are the same as for Channel 18 except that first priority has gone to Board of Education meetings per the request of the Board of Education.  Priority would also go to a tape submitted by a local public school or by the BOE.
Judgment Calls:

We often need to make judgment calls based on the quantity and length of the tapes that have been submitted.  For example, if many tapes were submitted we might place an externally produced tape that has aired one time ahead of a locally produced tape that had already aired 2 or 3 times.  We may also have circumstances where a tape is considered to be time sensitive (e.g. a promotion for an event that would occur in the near future) and we will try to play it by a certain date.  We may decide a time sensitive tape should go on before one that is not time sensitive.  
We may also have situations where a tape’s length will determine if it can reasonably fit into the schedule.  For example, let’s say we have received 4 new, locally produced tapes and one repeat tape for Channel 18.  Two of the new tapes are 55 minutes each, and the other two new tapes are 1 hour and 20 minutes (80 minutes) each.  The repeat tape is 25 minutes long.
In this scenario, we could schedule two 55 minute tapes (e.g. start one tape at 12 o’clock and the second tape at 1 o’clock) and schedule one of the 80 minute tapes to begin at 2 o’clock to run until 3:20.  We would be left with a 40 minute gap in our air time (from 3:20 to 4:00) if we are trying to achieve a 4-hour repeat cycle so that the first tape would play again at 4:00.
In this circumstance, we would likely place the 25 minute repeat tape into the schedule (schedule it to run from 3:30 to 3:55) since the second new 80 minute tape will not fit; it is too long to fit into a 40 minute available time slot.  We would then place the new, 80 minute tape into queue for the next tape rotation and the date and time of submission would be considered the next time tapes were scheduled.
Had we placed all five tapes into the schedule, the number of airings per tape would have been decreased from 6 times to 4 times during a 24-hour period since this would have forced the schedule to repeat tapes every 6 hours.  
Be assured that GCTV works hard to be fair and balanced when making scheduling decisions.  We work hard to accommodate many people who submit tapes to GCTV and are anxious to see them aired as soon as possible.  We work to maximize the amount of time tapes are aired while also balancing the need to show important bulletin board announcements.

If you have questions, please feel free to call GCTV at 453-8453 and leave a message or e-mail GCTV181920@yahoo.com.  Someone will get back to you.
Sincerely,

John Otto




Shannon Gale
President




Operations Manager
