
 

McMinnville 
Community  
Media 
 
Procedures  
& Rules 
Handbook 

 

    
 

McMinnville Community Media helps local citizens make television programs to let their 
voices be heard. We offer workshops and equipment, plus studio and video editing space. 

We show your programs and others from our community on Comcast Channel 11  
& Frontier Channel 29. Visit us and get involved.  

 

Educate, Communicate, Participate 

 
July 2017 



 

 

 

 

 

McMinnville Community Media gives you the opportunity to step behind the TV screen, to 

explore television production and to share your ideas, interests and stories with your community.  

You can learn and develop skills here at MCM to turn your creative energy into compelling television 

programs.  MCM invites you to discover the excitement and challenges of community media.   

On MCM-TV you’ll find programming reflecting the unique character and wide diversity of 

McMinnville.  Within your local channel space you'll find programs on public affairs, arts, education, 

sports, political and social activism, entertainment, religion, community events and affairs and more.  

We encourage you to explore your interests and share them with the community on your 

channel.  From dedicated producer to camera operator to script writer to on-screen talent, our 

volunteers are the heart and soul of community media and what makes MCM-TV unique.   

To make the best use of limited resources, we have developed policies and operating 

procedures designed to benefit everyone.  This handbook will inform you about policies and help you 

use MCM to your best advantage.  If you have any questions about MCM’s services or resources, 

please ask.  Circumstances may arise that are not outlined in this handbook.  Should this occur, MCM 

management will create guidelines that aim to most equitably share resources amongst community 

media users.  

We invite you to learn, grow, and help produce great television at MCM. 

 

MCM enables local voices on local television! 
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McMinnville Community Media    MISSION STATEMENT 
 
We strengthen and enrich our community by providing communication opportunities, tools and training. 

 
MCM’S GUIDING VALUES 
     

• Civic Involvement, Localism and Community 

Partnerships 

 Encouraging participation in public life by 

promoting volunteerism and civic involvement.  

“Participate, educate, communicate.” 

       

• Diversity and Inclusiveness 

Involving citizens of all backgrounds in 

communicating through community television. 

Ensuring the inclusion of minority voices, including 

youth and elders.  Helping to promote awareness 

and understanding among all residents. 

 
 
• The First Amendment, Public Discourse and 

Community Education 

Facilitating dialogue on important issues, 

promoting two-way government/citizen 

communication, and providing a public forum to 

exchange diverse ideas and information. 

 
• Media Literacy 

Creating media literate citizens who are able to 

examine media messages critically and use the 

tools of television to communicate their ideas 

effectively.

 

MCM doesn’t create programming for community producers.  We enable them to do it themselves!  

 

Volunteer Services support MCM’s mission by: 

 Playing an active role in providing beneficial community programming. 

 Assisting staff during local event coverage.  

 Assisting local agencies and non-profits through educational and service oriented programming. 

 Providing valuable support services to the organization.  
 

MCM would probably not exist without volunteers! 

Anyone with a curiosity about what community media is all about is invited to join us for an orientation 

workshop called the ‘Producer’s Preview’.  At that point it’s up to you to decide if you would like to become 

involved at MCM.  We welcome new people of all ages—as individuals, families, and groups.  The only 

requirement is a desire to learn and try something different. 

Individuals interested in production may volunteer in three ways—working on MCM productions, 

volunteering for production projects created by community producers or, lastly, producing their own program.  

Everyone is encouraged to volunteer on programs other than their own so that they may hone their skills and 

build a network for their own future projects.  Community media relies on people who help each other! 
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GENERAL INTRODUCTION 

 
DEFINITIONS 
The Access Center may be referred to as MCM. 
MCM means McMinnville Community Media, McMinnville’s PEG access manager. 
Certified is the term given to access users who have completed training on equipment. 
Comcast and Frontier are cable television companies providing access channels, equipment and funding 
according to cable franchise agreements with the City of McMinnville. 
Content Neutral refers to the management of PEG resources by MCM on a non-discriminatory basis; MCM 
takes a neutral role regarding the content of public access programs. Production resources are made available 
without respect to program content. 
Educational access means educational or instructional programming provided by tax-funded, public 
educational institutions. 
Government access means informational programming provided by a tax-funded, public governmental entity. 
New program is a provided program classification where at least 51% of the content has not been previously 
cablecast. 
PEG access is an acronym for Public, Educational and Government access. 
PEG access equipment refers to production equipment or facilities managed by MCM exclusively for the 
production of PEG access programs. 
Play consists of cable casting program material once on MCM channels.  Repetition of redundant material 
(looping) is not permitted. 
Producer refers to an individual who is MCM certified to use PEG access equipment. 
Program Provider is the person who signs a program contract and accepts responsibility for program content. 
Public access means first-come, first-served, non-discriminatory use of access production equipment and/or 
channels by local groups and individuals who meet minimal eligibility requirements. 
 
ESTABLISHMENT OF PEG ACCESS MANAGER 
McMinnville’s Cable Franchise Agreement enables the city to designate an access provider which shall have 
sole and exclusive responsibility for operating and managing Access Facilities, and to formulate rules for the 
operation of PEG channels consistent with that franchise agreement.  The Cable Access Management 
Agreement between the City of McMinnville and McMinnville Community Media designates MCM as the 
Community Access Channel Manager, and authorizes MCM to manage, administer, and operate the community 
access equipment and channels.   
 
ELIGIBILITY FOR MCM SERVICES 
MCM services are available to any McMinnville resident or organization registered with the Oregon Secretary 
of State within the McMinnville city limits, on a first-come, first-served basis. Proof of identity and residency are 
required; post office boxes are not acceptable.  Organizations are defined as local non-profit groups with tax 
exempt status from the IRS, or duly recognized chapters of national, state, or regional nonprofit organizations 
with a primary place of operations in McMinnville.  Also included are local, state, or federal government 
agencies, colleges, schools, and school districts located in McMinnville.   An organization may designate a non-
resident to be their producer. Also eligible are students enrolled in a McMinnville school residing within the 
McMinnville School District boundary.  
  
PRODUCER PREVIEW 
To make potential access producers aware of the PEG access mission and the availability of PEG access 
services, equipment and facilities, MCM conducts regular orientation sessions called Producer Previews.  
Attendance at a Producer Preview orientation meeting is a prerequisite to enrolling in a training workshop.  
Workshop enrollment will take place within the meeting.   Program Providers are encouraged to attend a 
producer preview before submitting a program in the role of Program Provider. 
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NON-COMMERCIAL SPEECH 
Advertising of any nature is not allowed on MCM channels including: 
• promotion of the sale of any service, facility or product 
• price information 
• calls to action or inducements to buy 
For-profit businesses and individuals may not promote any service, facility or product. Contact information is 
limited to sponsorship; additional commercial website addresses and phone numbers may not be used.  
Government agencies and non-profit organizations may promote their services.  
 
CONSTITUTIONALLY PROTECTED SPEECH 
Speech and expression on MCM is protected by the First Amendment of the U. S. Constitution except: 
• any material that is libelous, slanderous, or other defamation of character; or material that is an unlawful 
invasion of privacy; 
• any material that violates state or federal law relating to obscenity; 
• any material that violates local, state, or federal laws; 
• any unlawful use of copyrighted material. 
 
FUNDING ACCESS PROGRAMS -- SPONSORSHIP 
Producers are encouraged to seek funding for the production of PEG access programs. Any individual, business 
or institution that helps defray production costs may be given sponsor credits. In general, sponsorship may 
provide identification to acknowledge the identity of the underwriter. 
• Place credits at the opening, logical mid-breaks and/or ending of the program with a maximum of two credit 
sequences per half hour. 
• Individual sponsor credit time may not exceed 15 seconds in length. Total credit time for all sponsors may not  
exceed 60 seconds per 30 minutes of program time.  
• Producers are encouraged to use the following audio and/or video credit format: “The (following) 
(preceding) community program has been made possible in part by a grant from (name, address, phone 
number, email, website information).” 
• Sponsor credits must name the donor in mission-statement terminology that is neither commercial nor 
promotional in language.  
 
Sponsor/donor credits may include: 
• a logo or slogan that identifies but does not promote and is sized no larger than 25% of the screen; 
• location, phone number, email address, or website; 
• value-neutral descriptions of a product line or service with no use of comparative or qualitative descriptions 
such as “efficient, economical, dependable, dedicated, prompt, fair price, reliable and excellent.”  
 
 PROGRAMS PRODUCED WITH MCM EQUIPMENT  
Programs produced with PEG access equipment and facilities are non-commercial, televised exclusively on PEG 
access channels. Producers using MCM access equipment are required to sign an agreement that: 
1.  specifies that a program must be first submitted to MCM before other distribution is permitted 
2.  prohibits use of programming for advertising or solicitation 
3.  acknowledges producers are fully and solely responsible for their programs and agree to indemnify and hold 
harmless MCM and all other named parties from claims, demands, damages or other liabilities. Producers may 
retain full ownership and distribution rights to programs by using equipment not managed by MCM. 
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ACKNOWLEDGMENT OF PEG EQUIPMENT/FACILITIES USE 
Producers  using PEG access equipment to produce a program are encouraged to include a legible credit.  “This 
program is produced with equipment provided by McMinnville Community Media.” 
 
PAYMENT FOR LABOR OR PRODUCTION COSTS/CHARGES TO THIRD PARTIES 
A Producer may not charge third parties for use of access equipment, facilities or channels, but a producer may 
be paid by a third party for labor and/or production costs associated with a PEG access program provided that 
the access producer submits a Third Party Agreement to MCM prior to receiving any payment for labor and/or 
production costs. The Agreement, which must be signed by the third party, warrants that the third party 
understands that: 
• programs produced with PEG access equipment and/or facilities are intended for cablecast on the PEG access  
channels and may not be used for commercial purposes, 
• access equipment, facilities and channels are available at no cost for use in the production for programs for 
PEG access channels. 
 
POTENTIALLY OBJECTIONABLE MATERIAL 
Programs with potentially objectionable material will be telecast between the hours of 11 pm and 5 am. 
• Programs containing extreme violence or degradation and programs that would fit within the categories 
TV14 and TVMA of the TV Parental Guidelines published by the TV Parental Guidelines Monitoring Board (see 
www.tvguidelines.org or www.mpaa.org) will be preceded by a message advising viewer discretion.  
• TV14 includes one or more of the following: intense violence, intense sexual situations, strong coarse 
language, or intensely suggestive dialogue. TV14 as defined by the TV Parental Guidelines will be televised 
between the hours of 11 pm and 5 am. 
• TVMA includes graphic violence, explicit sexual activity, or crude indecent language. TVMA (Mature 
Audience) as defined by the TV Parental Guidelines will be telecast between the hours of 1 am and 4 am. 
 
RESPONSIBILITY AND LIABILITY FOR PROGRAM CONTENT 
At the time a completed program is submitted for scheduling, the Program Provider must submit a signed 
MCM Program Contract which holds the Program Provider liable for program content. Furthermore, through 
the Program Contract, the Program Provider agrees in writing to fully indemnify and save harmless MCM, its 
staff and Board of Directors, City of McMinnville, Yamhill County, Comcast Cable, Frontier Cable and its 
successors, from any and all claims, demands, damages, or other liabilities, including legal fees and expenses 
that may arise as a result of cable casting the program.  
 
NON-DISCRIMINATION 
No person will be denied training, equipment, facilities, or channel time on the basis of race, sex, age, physical 
disability, religious or political belief or affiliation, or the nature of their programming interest. 
 
COMMUNICATIONS REGARDING SERVICES 
• RIGHT TO REFUSE SERVICE 
MCM staff reserve the right to refuse service to any person whose actions hinder the activities of other 
producers or staff, and to ask the person to leave the facility. This denial of service may be appealed in writing 
to the MCM Executive Director. 
 
• PRODUCER DISSATISFACTION 
Producers may communicate any dissatisfaction with MCM services in writing to the MCM Executive Director. 
Appeals may be referred to: Chairperson, MCM Board of Directors, at the same address. 
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COMMUNITY RESPONSIBILITY:  SHARING A LIMITED RESOURCE 
PEG access resources are limited. MCM will train groups and individuals to make efficient, effective use of 
production equipment and channels. Care for the equipment and respect for the rights and needs of others 
within a large user group are essential. Community groups and individuals are encouraged to use their own 
resources. If regular or extremely frequent production is planned, groups are encouraged to purchase their 
own equipment to facilitate their own production and avoid monopolizing a community resource. MCM 
reserves the right to limit use of channel space by any group or individual to meet all community needs. 
 
ACTIVITY FEES          
All facility users and workshop students pay an annual activity fee.  The Activity Fee fiscal year runs from July 1 
to June 30.  Activity fee rates are posted in the MCM lobby.   MCM offers an Individual Activity Fee  as well as 
an Organizational Activity Fee.  Organizations are defined as local non-profit groups with tax exempt status 
from the IRS, or duly recognized chapters of national, state, or regional non-profit organizations with a primary 
place of operations in McMinnville. Also included are local, state, or federal government agencies, colleges, 
schools, and school districts located in McMinnville. The Organizational Fee allows up to ten members of your 
organization to take basic training workshops at MCM and, upon certification, check out and use MCM 
equipment to create programs.  MCM does not accept activity fee payments on an installment basis.  
 

VOLUNTEER TIME REPLACING ACTIVITY FEE:       
Volunteer hours may be substituted for an Activity Fee payment.  For an individual Activity Fee, 20 hours of 
volunteer time are required.  For an organizational fee, 50 hours of volunteer time are required.  MCM staff will 
provide a letter outlining volunteer responsibilities before anyone may substitute time for a fee.  A volunteer 
will be granted full facility privileges after at least 50% of the volunteer time requirement is satisfied.  
 
PRORATED ACTIVITY FEES:          
For those organizations and individuals who pay an Annual Activity Fee for equipment use, the year is 
considered running from July 1 to June 30 of the following year.  Should a user pay an Activity Fee for the first 
time after January 1 of any year, a prorated Activity Fee is available equal to one-half the usual yearly fee.  If an 
organization or individual is reinstating a partially paid Activity Fee from a preceding year, the full amount of 
the Activity Fee is required.  

 
USER FEES   
MCM may charge fees to eligible users for use of production facilities, equipment and services.  MCM shall 
separately negotiate user fees, programming schedules and schedules for use of production facilities with 
governments and educational organizations. 
 
PROGRAMING SUBMITTED BY ORGANIZATIONS  
For production work on behalf of, or programming submitted by, an organization, the organization’s 
leadership will be required to file on letterhead a written statement designating a Program Provider and 
authorizing the production work and/or program submission.  
 
PAYMENTS BY ORGANIZATIONS 
 Yearly activity fee payments by organizations must be made with a company check only.  No cash, personal 
check, or credit/debit cards payments will be accepted for organizational activity fees.    
  
USE OF RESOURCES BY MCM 
MCM will reserve priority use of production equipment and channels: to conduct access education, production 
training, outreach, and promotion; for MCM production of educational and government access programs; and 
for MCM production of promotional programs. MCM will provide limited production of educational and 
government access programming, matching community needs to the amount of staff and resources available. 
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PRODUCTION EQUIPMENT AND FACILITIES 

 
RESOURCES 
Single camera production units, editing, and studio facilities are available for the production of PEG access 
programs on a first-come, first-served basis to all eligible MCM certified producers. Programs produced with 
PEG access equipment managed by MCM may not be televised on commercial channels and may not be used 
for commercial purposes. 
 
ELIGIBILITY FOR EQUIPMENT/FACILITY USE 
MCM certified eligible producers may use production resources provided that: 
• to become a certified producer, an individual must have attended a Producers Preview orientation; 
• the individual is using the equipment for the sole purpose of producing PEG access programs which are fully 
consistent with the program contract; 
• the individual who operates the equipment has on file all requisite personal and certification information, 
and must successfully complete a production workshop conducted by MCM-TV; 
• the producer uses their valid local street address on all contracts; use of a post office box is not acceptable.  
Proof of address is required; and 
• the producer uses media within specifications established by MCM-TV. 
 
TRAINING, INCLUDING REFRESHER COURSES FOR INACTIVE PRODUCERS  
MCM will make available production training courses available to residents meeting eligibility requirements as 
outlined above. Fees may be established for courses taught by MCM. Certified producers who have not been 
active for a one-year period may be required to schedule a refresher course with MCM in order to review 
equipment and facilities. In the event that substantial changes have been made to the equipment inventory, 
producers may be required to complete a workshop or proficiency test. 
 
PROCEDURES FOR EQUIPMENT USE 
• RESERVATIONS 
Producers reserve facilities and equipment and set appointments for check-outs with MCM on a first-come, 
first-served basis depending on equipment availability.  Reservations may be made in person or over the 
phone, however messages left on an answering machine are unlikely to be filled to your satisfaction.    You 
will have the best chance of reserving the equipment you need by talking directly with an MCM staff person.   A 
producer who is more than 30 minutes late in claiming any reservations risks losing the reservation.   

 
• BOOKING RESERVATIONS IN ADVANCE 
MCM encourages producers to schedule reservations well ahead of time.  However, no reservations may be 
made more than 30 days in advance.   
 
• RESERVE RESPONSIBLY 
Certified producers sign a checkout agreement for equipment that assures everything is present and in good 
working order.  Double-check the equipment list for accuracy before you sign the agreement. You are 
responsible for treating equipment properly.  You will be responsible for damage to the equipment while it is 
checked out to you. This responsibility includes damage in the studio even if it was caused by someone on your 
crew.  When checking out equipment, you are responsible for making certain that every member of your crew has 
been certified by MCM.  No one other than individuals who have taken MCM’s classes and been certified should 
operate MCM equipment.   
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• PORTABLE EQUIPMENT CHECK-OUT 
Producers are required to arrive within 15 minutes of the appointed check-out time, present identification upon 
request, and complete and sign an equipment contract/licensing agreement. MCM will inform the producer of 
check-in time. The producer is responsible for determining that the equipment is in working condition and the 
unit is complete at the time of the check-out.  Any malfunctions or surface damage must be noted on the 
equipment contract/licensing agreement. The producer is fully responsible for the return of all of the 
equipment in an undamaged condition. 
 
• PORTABLE CAMERA RESERVATIONS        
McMinnville Community Media provides video cameras, microphones, tripods, and accessories for check out 
by certified producers with current activity fees.  Producers are allowed a maximum of 72 hours of equipment 
reservations at any one time.   Gear checked out on Fridays may be kept until Tuesday without exceeding this 
limit.  After returning equipment, producers must wait at least 24 hours before checking equipment out again.  
Producers may be granted one, 24 hour extension of an existing reservation per month, as long as it does not 
conflict with another producer’s reservation.  Equipment may not be reserved by the same person for 
consecutive weekends.  Each reservation is limited to one camera.  You may not have more than one camera 
checked out at a time.  Additional equipment use is available on a stand-by basis or by completing a special 
request form in advance, according to guidelines. 
 
• STUDIO RESERVATIONS  

Up to 6 hours of studio reservations are permitted at any one time.   

 
• EDITING SUITE RESERVATIONS  
You may book up to 10 hours per week on editing and dubbing equipment.  You may book up to six hours a day 
but may not exceed the 10 hour per week limit.  You may book only one edit station at a time. 

 
• CANCELING RESERVATIONS  
Please notify MCM of a cancellation a minimum of 24 hours in advance.  Adequate notification of a cancellation 
makes it more likely that someone else will be able to use the equipment.  Failure to notify a cancellation at 
least 24 hours in advance is a minor violation.   
 
• EQUIPMENT CHECK-IN 
The producer under contract/licensing agreement is responsible to return, by the specified check-in time, all 
equipment in undamaged, working order.  
 
• USE OF EDITING EQUIPMENT 
Producers with editing reservations are required to check in with staff and claim their reservation within 10 
minutes of the scheduled starting time. Editors must vacate the editing system by the completion of their 
reserved time unless the following time is unreserved or the next editors have not claimed their reserved time. 
Editors are required to check-out with staff at the conclusion of the editing session. All editing reservations 
must be completed at least 15 minutes prior to closing time. 
 
• USE OF STUDIO EQUIPMENT 
Producers with studio reservations are required to check in with staff and claim their reservation within 10 
minutes of the scheduled starting time. When finished, producers will be required to return all equipment to 
the correct location, to remove all set materials and props provided by the producer and to leave the studio 
and control room in an orderly condition for the next producer. Producers are required to check out with staff 
at the completion of their reserved time. All studio use must be completed at least 15 minutes prior to closing 
time. A parent or legal guardian must be present at all times during a production by a certified minor. MCM 
may post additional guidelines. 
 



- 10 - 
• CHECK-OUT BY PRODUCERS OF MINOR AGE 
Certified producers under 18 years of age must co-sign the parent/guardian and minor agreement with a parent 
or legal guardian whom accepts full responsibility for loss or damage of equipment on behalf of the minor. 
 
• EQUIPMENT FAILURE 
Equipment failure may happen at any time. Producers are asked to: discontinue use and report failure 
immediately to MCM and to return equipment at the first available opportunity. 
 

Attempted maintenance may result in injury and will result in loss of privilege 
plus billing for all related equipment damage. 

 
Equipment which fails will be replaced when spare equipment is available.  If a reservation is lost due to 
equipment failure outside the control of the producer, the producer may make a reservation for the next time 
that unit or comparable equipment is available. MCM is not responsible for the cost of the production. 
 
• LATE RETURN 
Producers unable to check-in equipment at the scheduled check-in time are required to call MCM prior to the 
scheduled return time. If the equipment is reserved and an extension cannot be granted, the producer’s late 
return is considered a violation. 
 
• COPYING PROGRAMS  
MCM will copy programs upon request after receiving, if necessary, the consent of the producer.  Persons 
requesting copies will be required to pay the posted dub fee. Program copies will not be released prior to first 
program telecast. 
 
• USE OF STAFF PRODUCTION MATERIALS 
McMinnville Community Media does not allow access to staff production materials (recordings, media, notes, 
drafts, etc.).  After a staff production is cablecast copies of the program may be obtained for a duplication fee.   
Use is limited to private viewing.   No resale, cablecast, broadcast, or retransmission is permitted without 
written permission from MCM.  
 
• ABANDONED PROJECTS 
 In order to maintain eligibility, producers who abandon projects must erase source footage and are prohibited 
from using source footage or copies for any other purpose. Inappropriate use of abandoned project footage is 
a major violation. 
 
LIABILITY RESULTING FROM PORTABLE EQUIPMENT/FACILITY USE 
 
• PRODUCER LIABILITY 
A producer signing an equipment contract/licensing agreement or agrees to fully indemnify, save and hold 
harmless McMinnville Community Media, City of McMinnville, Comcast and Frontier Cable against claims, 
losses, costs and expenses arising out of damages or injuries to persons or property resulting from the use of 
the equipment. 
 
• EQUIPMENT DAMAGE/LOSS AND SUBSEQUENT LOSS OF PRIVILEGES 
A producer who causes equipment damage or loss is liable to fully compensate MCM for all damages or losses 
that occur.  The producer will have equipment privileges suspended until full compensation is made, or until an 
installment payment contract is signed with MCM. Installment plan guidelines will be established by MCM staff 
with a term not to exceed one year in duration. In the event the producer fails to meet the terms of 
repayment, the producer will be suspended from all equipment privileges and the case will be submitted to the 
appropriate authorities for resolution, which may include litigation. 
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FACILITY USE PROVISIONS 
• MCM access facilities are available solely for PEG access activities. 
• Office supplies and equipment located at the PEG access facilities are not available for use by producers, 
certified crew, guests or the general public. 
• Producers and any persons using PEG access services, equipment or facilities are responsible for the conduct 
of their guests. 
• Smoking, alcohol and controlled substances are not permitted in access facilities, including the van. Food and 
drink, with the exception of capped, bottled water stored on the floor are not allowed in any area with 
production equipment. Food and drink are permitted in the lobby area only. 
 
 

CHANNELS 

 
RESOURCES 
PEG access on Comcast Channel 11 and Frontier Channel 29 is available to all eligible program providers. 
 
ELIGIBILITY FOR CHANNEL USE 
PEG access channels are available to any McMinnville resident or resident organization registered with the 
Oregon Secretary of State on a first-come, first-served basis.  
 
RESPONSIBILITY AND LIABILITY FOR PROGRAM CONTENT 
At the time a completed program is submitted for scheduling, the program provider must submit a signed 
MCM Program Contract, which holds the Program Provider liable for program content. Furthermore, through 
the Program Contract, the Program Provider agrees in writing to fully indemnify and save harmless MCM, its 
staff and Board of Directors, the City of McMinnville, and Comcast and Frontier cable from any and all claims, 
demands, damages, or other liabilities, including legal fees and expenses that may arise as a result of cable-
casting the program.  
 
TECHNICAL STANDARDS AND PRODUCTION REQUIREMENTS 
Programs must conform to PEG access technical standards and production requirements. 
 
SCHEDULING PROGRAMS 
Completed programs are submitted at MCM. Program providers may request specific telecast times, and staff 
will match channel space with requested times whenever possible, according to posted guidelines.  
 
  • NEW PROGRAMS 
To qualify as new, a program must have a minimum of 51% new video and 51% new audio. 
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  • SCHEDULING PRIORITIES 
 In scheduling programs on MCM managed channels, first priority is given to locally-produced 
programs. Second priority is given to programs produced elsewhere but sponsored locally.  Local programs are 
defined by the producer’s residence and the program’s content. To be locally produced, at least 51% of the 
program video and 51% of the program audio must be produced by a MCM certified producer or certified 
representative of an organization, either within or outside the service area.  
 A program which is created elsewhere and submitted for telecast by a local resident is a locally-
sponsored program.  A local resident or resident organization may sponsor no more than one non-local series.  
 Adding local credits or opening and closing tags to a locally-sponsored program does not qualify the 
program as a locally-produced program.  
 MCM-TV reserves the right to preempt programs for live or special event telecasts. Program providers 
with additional needs may submit a special request form in advance, according to guidelines. 
 The Community Bulletin Board is a service provided both to and for the community; therefore, MCM 
will ensure that adequate billboard time will be provided on the channels to meet the needs of the community. 
  
• SERIES PROGRAMS 
Channel space is available first-come, first-served. A program provider may qualify for a series time slot after 
three programs are submitted for telecast in compliance with provisions outlined in the Program Contract. A 
series Program Provider who meets the requirements will be granted a time slot for one year, with renewal 
available on a quarterly basis. MCM may schedule blocks of time for educational and government access, and 
for promotional programs, separate from the series application procedure, taking into account the 
requirements of live programming and community needs in general. 
 
LOSING A SERIES 
A producer may lose a series time slot by failing to maintain a current program contract; failing to submit 
programs according to schedule; committing an abandoned program violation. To reestablish a series, the 
producer must attain good standing and apply first-come, first-served for a series time slot. 
 
PROGRAM DELIVERY 
• SUBMITTING A PROGRAM 
Programs delivered to MCM must meet technical standards, and be accompanied by a completed contract 
signed by the Program Provider.  The Program Provider is responsible for timing the program and providing 
production-related data.  
 
• PICKING UP PROGRAMS 
The program provider or authorized representative will be responsible for picking up programs. Program 
Providers have the option of designating, on the program contract, whether they wish to offer their program 
for recycling, or wish to have MCM hold the program for pickup.  Providers who fail to retrieve their media 
within 45 days of final telecast surrender possession to MCM.  
 
POTENTIALLY OBJECTIONABLE MATERIAL: VIEWER ADVISORY AND AUDIENCE SENSITIVE SCHEDULING 
The purpose of this section is to enable parents or guardians to supervise the programming available to 
children, and to assist viewers of PEG access programming in making informed decisions while providing an 
opportunity for all lawful forms of expression without censorship and in accord with existing laws. 
Programs containing extreme violence or degradation and programs that would fit within the categories TV14 
and TVMA of the TV Parental Guidelines published by the TV Parental Guidelines Monitoring Board (see 
www.tvguidelines.org or www.mpaa.org) will be televised preceded by a message advising viewer discretion. 
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• TV14: Program providers will warrant that programs containing objectionable material that would cause it to 
be rated TV14 in accordance with the TV Parental Guidelines of the TV Parental Guidelines Board including one 
or more of the following: intense violence, intense sexual situations, strong coarse language, or intensely 
suggestive dialogue are scheduled on the between the hours of 11 pm and 5 am. Program providers will identify 
the program as TV14 on the program contract and will include a 15 second, easily readable viewer advisory 
immediately prior to the beginning of the program, stating:  “Viewer Advisory: The following program, identified 
as TV14, contains material which some viewers may find objectionable or inappropriate for children.”  

Program Providers must use the viewer advisory provided without alteration. 
 
• TVMA: Program providers will schedule a program that contains any material that would cause it to be rated 
TVMA in accordance with the TV Parental Guidelines of the TV parental Guidelines Board including: graphic 
violence, explicit sexual activity, or crude indecent language on the Community Voices channel between the 
hours of 1:00 am and 4:00 am. Program providers will identify the program as TVMA on the program contract, 
and will provide a 15 second, easily readable viewer advisory immediately prior to the beginning of the 
program, stating: “Viewer Advisory: The following program, identified as TVMA, is for mature audiences only, may 
be unsuitable for children under the age of 17 and contains material which some viewers may find 
objectionable.” Program providers must use the viewer advisory provided without alteration. 
 
• Extreme Violence or Degradation: Programs identified as containing extreme violence or degradation are 
scheduled between the hours of 11 pm and 5 am. Program providers will identify the program as containing 
EXTREME VIOLENCE OR DEGRADATION on the program contract and will include a 15 second, easily readable 
viewer advisory immediately prior to the beginning of the program, stating: “Viewer Advisory: The following 
program, identified as containing extreme violence or degradation, contains material which some viewers may 
find objectionable or inappropriate for children.” Program providers must use the viewer advisory provided 
without alteration. 
 
A Program Provider who fails to provide such notification and advisory shall be subject to disciplinary action as 
a major violation of MCM’s Rules. 
 
It is a violation of MCM policy to submit for telecast programming that is obscene or otherwise unlawful. 
Programs that are obscene may not be submitted for telecast. In addition to any sanctions that may be 
imposed under federal, state, or local laws, a program provider who submits programming that is determined 
to be obscene shall be subject to disciplinary action as a major violation of MCM’s Rules. 
Obscene material as determined by the courts is material which: 
(a) to the average person, applying contemporary community standards, taken as a whole, appeals to the 
prurient interest, (b) depicts or describes sexual conduct in a patently offensive way, and 
(c) taken as a whole, lacks serious literary, artistic, political, or scientific value. 
 
PROGRAM CONTENT FEEDBACK AND DISCLOSURE OF PRODUCER INFORMATION 
Producers and other members of the general public may make comments concerning PEG access programming 
by telephone or in person. Staff will communicate viewer response to the Program Provider. In keeping with 
the open records law, members of the general public may receive copies of Program Contracts after showing 
identification and completing and signing a Public Records Request Form that includes their legal name, local 
street address and telephone number. A copy of the request will be provided to the Program Provider. 
 
PROGRAM COPIES 
MCM has the right to copy programs for MCM use. A producer or program provider has the right to prohibit 

MCM from making copies for sale.  Copies of programs produced by MCM staff and/or volunteers are available 

for a duplication fee. McMinnville Community Media programming is copyrighted and may not be sold or 

rebroadcast without written permission from MCM.   
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PROMOTION AND CREDITS 
Program credits are selected by the Program Provider with the following limitations: 
McMinnville Community Media (MCM), its staff and Board of Directors, the City of McMinnville, Comcast Cable, 
or Frontier Cable may not be listed as producer or co-producer programs submitted by community producers, 
and addresses and telephone numbers of the aforementioned may not be used in the credits or as contacts for 
the PEG access Program Provider, unless the aforementioned is the program producer or unless grants 
required such credit listing.  The Program Provider may not list phone numbers or addresses without the 
written consent of the number / address owners.  
 
COMMUNITY BULLETIN BOARD                 
The Community Bulletin Board (CBB) appearing on MCM channels is an ideal place for our local community to 
promote future events, explain their services and provide information.  The CBB is available for public service 
announcements (PSAs), non-commercial messages and the promotion of programs. McMinnville organizations 
and individuals may submit PSAs to promote non-commercial events and services.  MCM staff may edit 
announcements to fit one CBB page.  The CBB announcement form is on the MCM website: www.mcm11.org   

 
CBB Procedures 
a. Residents and organizations within contracted areas may use the CBB services at no charge. 
b. CBB requests may be mailed, faxed, e-mailed or delivered to MCM.  No oral submissions are accepted.   
c. The person submitting an announcement must provide their name, phone number and (if applicable) the 
name of the organization that they represent. 
d. Each individual and/or organization is limited to a maximum of (4) four submissions per month. 
g. Submissions must be non-commercial and may not include prices. 
h. Messages may not appear for more than 21 days.    
 
CBB Requirements 
a. The announcement text should include: who, what, where, when and a “For more information” phone 
number (unless it is promoting a specific public access program). 
b. Items must include a start and stop date. Ongoing announcements must be resubmitted monthly. 
c. Announcements may not include ticket prices but may state “For ticket information, call _____.”   
d. Announcements may not solicit funds or mention prices in any way.  
e. Community generated announcements should not include the MCM name or logo. 
f. All CBB announcements are subject to the Cablecast Agreement requirements. 

 
APPENDIX 

RULES, VIOLATIONS AND LOSS OF PRIVILEGES 
Purpose 
Major and Minor Rule Violations 
Sanctions 
Recognizing Suspensions by other Community TV Centers 
Appeal of Sanctions 
Amendments to the Rules and Procedures 
 
RULES VIOLATIONS AND SANCTIONS 
 
PURPOSE 
To ensure that PEG access equipment and facilities remain in good working order and available to all eligible 
producers, the following rules have been established. Upon verifying that a rule violation has occurred, MCM 
will issue a written statement describing the violation and sanction. Disciplinary action will become effective 
immediately upon the receipt of this statement. 
 

http://www.mcm11.org/
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RULE VIOLATIONS 
 
MAJOR VIOLATIONS 
a. Owing funds to MCM due to failure to pay for equipment damage, submitting a bad check 
b. Failure to conform with initial use of programs produced with PEG access equipment on PEG access channels 
managed by MCM. 
c. Breach of the program contract warranties. 
d. Using equipment and facilities for any purpose not related to the production of programs for telecast on 
MCM managed channels. 
e. Abuse, vandalism or failure to maintain equipment and facilities. 
f. Return of equipment in damaged or unworkable condition, or failure to return equipment through intent, 
negligence, loss or theft. 
g. Attempted equipment maintenance or disassembly. 
h. Checking out equipment for use by a non-certified producer, or for a producer on suspension. 
i. Behaving in a violent, disruptive or threatening manner or repeatedly behaving in a disrespectful manner. 
 
MINOR VIOLATIONS 
a. Failure to cancel or claim a reservation of equipment or facilities  
b. Late return of equipment, without authorized extension. 
c. Operation of equipment or use of facilities in an incorrect, unsafe, or inappropriate manner, which might 
result in damage. 
d. Reserving or checking out equipment for another producer unless otherwise specified and approved. 
e. Listing private phone numbers or addresses on a program without the consent of the individual. 
f. Behaving in a disrespectful manner while at MCM or participating in an MCM event. 
 
SANCTIONS 
A Major Violation results in immediate suspension from use of the resource involved in the violation. Where 
damage to or loss of equipment and/or facilities results, suspension is in effect until compensation is made for 
such damages. There are no written warnings or probationary period for Major Violations. 
 
A Minor Violation will result in the following sanctions: 
First -- written warning  Second -- final written warning  Third -- suspension from use of the resource(s) involved 
in the violations.  The length of a suspension is one year, with the following exception: 
Breach of the Program Contract will result in a suspension of one year minimum, and may be extended, 
depending on the severity of the violation. Suspension of a principal participant in a program may result in that 
program becoming ineligible for telecast until that suspension is complete.  
 
RECOGNIZING SUSPENSIONS ISSUED BY OTHER COMMUNITY TV CENTERS 
In order to protect community resources, MCM will recognize and enforce suspensions issued by other 
community TV centers with comparable rules 
 
APPEAL OF SANCTIONS 
A producer may appeal any disciplinary action by making a written statement to the MCM Executive Director. 
Any  restrictions in equipment use resulting from a disciplinary action remain in effect throughout the appeal 
process. The Executive Director investigates the circumstances surrounding the disciplinary action and returns 
a written report and judgment to the producer within 10 working days. The producer may then, within the next 
10 business days, continue the appeal with a written statement to the MCM Board of Directors. 
 
AMENDMENTS TO THE RULES AND PROCEDURES  
Recommended amendments to the Rules and Procedures may be submitted in writing to the MCM Executive 
Director. 
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