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IUP-TV is licensed through Indiana University of Pennsylvania (IUP). IUP-TV is an
Equal Opportunity Employer. All inquiries concerning IUP-TV can be direct to the
Faculty Advisor/ Faculty Station Manager of IUP-TV at:
IUP-TV
Dr. Jay Start
1175 Maple Street
Indiana University of Pennsylvania, Indiana, PA 15705
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Introduction
Welcome!
We are glad you have chosen to be part of a great tradition at the Indiana University of
Pennsylvania. By becoming a member of IUP-TV you are committing yourself to enhancing your
academic education by engaging in a co-curricular activity that will test your knowledge,
unleash your creativity and allow you to build a strong foundation of skills that will serve you
well following your years at IUP. We want this to be a fun, rewarding experience where you
make friends, learn skills valued in the workplace and leave with a strong sense of
accomplishment.

Mission Statement
“The mission of IUP-TV is to (1) produce superior education, informative, entertaining, and
insightful media, responsive to the general needs of IUP-TV viewing audience, (2) provide
practical learning experiences in a professional environment for IUP students, and (3) dedicate
ourselves to excellent, sound business practices appropriate to our academic environment.”

History
IUP-TV now serves a wide audience reaching 8 surrounding counties and is available in over
100,000 Comcast-customer homes in our region. However, it first started as CIUP-TV in 1966,
and was housed in Keith Hall. Back then it was a closed circuit television system mainly limited
to live broadcasts of class lectures. In 1974, the station moved to its current location in the
basement of Davis Hall and in 1983 acquired the call letters of IUP-TV.
Throughout its history, the station has been located in various places on the dial. Beginning
with Channel 9 on Adelphia Cable, then moving to channel 47, Channel 23 and recently Channel
20. IUP-TV just moved to Channel 6 for most of our viewers but remains on channel 20 on the
housing cable network. Many students at IUP have created original television programing while
volunteering at IUP-TV and they have enjoyed sharing their work with a wide viewing audience.
During the 2008-2009 academic year alone, seven original shows were created and broadcast
regularly, several live productions were aired and two student films completed.

Station Membership Categories
IUP-TV divides its membership into three categories described below.
General Members are entry level members of the organization. Any current IUP student in
good academic standing may fill out an application and sign up to join the show of their
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choosing. The application is used for filing purposes and to determine the area of interest of
the applicant. General Members will receive training from the stations staff members during
their shows film time.
Staff Members (Producers) have specific responsibilities at the station. These could include
producing part or all of a program, taking care of equipment assigned to them, guiding/training
general members who are part of their program. To be a Staff Member at IUP-TV a student
must have demonstrated knowledge of a specific area of the station’s operations, and have a
track record of reliable, responsible performance. It is expected that to become a Staff
Member a student should have at least one full semester of General Membership experience at
IUP-TV. Included in the station’s experience of Staff is a higher level of personal and
professional conduct.
Management Members oversee the day-to-day operations of the station and make/enforce
policy and procedure decisions. Each manager’s specific duties vary, but they are all similar in
that they supervise the station as a whole or in part. Included in the stations expectations of
Management is that their conduct will be at the highest personal and professional level.

Station Management Structure
The philosophy of the management structure and operations of IUP-TV reflects as closely as
possible the real world scenario of modern day television. This means, for example, that there
are different classifications of employees that roughly correspond to less-experienced and
rookie employees (“general members” at IUP-TV) to more experienced and skilled employees
(corresponding to “staff” and “management” members at IUP-TV)
It also embodies a business philosophy widely endorsed by the National Association of
Broadcasters and other entities. This “converged” conceptualization of communications media
breaks up the various operations that need to be accomplished by nay media outfit into the
following categories:
a)
b)
c)
d)

Station Manager
Programming Director
Promotions
Content Creation

By modifying these titles to more accurately reflect the mission and practicalities of the IUP-TV
situation, the following Management exists at IUP-TV and organizes all of our activities.

A. Station Manager
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The Station Manager at IUP-TV runs and manages all of the production of content for IUP-TV.
All Staff Members (producers) work closely with the Station Manager to assure their shows are
being produced and to help with any issues they are having. Some duties of the Station
Manager include:





Responsible for the facilities, equipment, management and operation of the television
station.
Sets policies and participates in decisions concerning new technology, programming,
production, and staffing.
Works with Faculty Advisor, Operations Manager, and Station Engineer on station
strategy.
Leads a team of management to keep the TV station current, and showcase student
work in a fair and unbiased manner.

Staff Members (producers) also communicate with other Management personnel as necessary,
but should consider the Station Manager of the station as their principle advocate.

B. Program Director
The Program Director is in charge of all on-air procedures/programming in transmissions and
works closely with the Station Manager. This individual oversees:





Programming of the shows on the master control computers.
Collects the finished shows from the individual producers.
Reviews shows for content and technical quality.
Sets policies and participates in decisions concerning new technology, programming,
production, and staffing.

C. Promotions & Audience Relations
The P & A.R. Director is both the external relations unit of the station and also the audience
liaison and advocate toward the station personnel. The P & A.R. Director is in charge of:





The marketing and public relations activities of the station
The newsletter and website
All internal/external communications of the station
All promoting aspect of the station

The P & A.R. Director may develop a team of support personnel to advance their operations,
with permission of the Faculty Advisor.

D. Special Productions
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The Director of Special Productions Department oversees all productions the Faculty Advisor
needs him/her to do for IUP-TV. This can be a wide range of duties including but are not
limited to editing, filming, in charge of on-location shoots, etc.

Commerce Policy
IUP-TV does not engage in commerce in the traditional sense. IUP-TV is licensed in a special
category related to our educational mission, and it does not buy nor sell programming or air
time (there are no traditional forms of “advertising” on IUP-TV). It may accept underwriting
fees or payment for special projects as determined by the Faculty Advisor or Operations
Manager, but only in special circumstances. No student may accept pay for their services using
IUP-TV equipment, nor accept any rental or usage fees of IUP-TV equipment or facilities. It is a
general state-wide policy that all pay-for-services of state owned equipment must be approved
by the appropriate university personnel and “pass through” appropriate university budget
categories. Students may approach the Faculty Advisor with information about television/video
opportunities, if they have knowledge of them, but they must abide by the decisions of the
Faculty Advisor in this regard.

Producer Regulations/Guidelines
Producers will be given their own handbook which they must follow.

Producer Testing/Training
Every producer will have to take a test at the beginning of the year to inform
Management/Faculty who needs proper training on the equipment. The test will vary from
different subjects to aesthetics to equipment in the studio. If test is not passed, the producer
will be given training.

On-Air Language
A list of words that can NOT be said on IUP-TV is available upon request. This is just a guideline
for getting your show approved! Over usage of verbal or gestural sexual innuendos, offensive
racial slurs or gestures, or any other tasteless, off color “jokes” is unacceptable and can end in
episode denial and show cancelation.

Rules and Regulations: IUP-TV Policies
Meetings:
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Membership meetings are scheduled at the start of every semester and attendance is required
of all IUP-TV members. A lot of things go on at the station; this is our best chance to keep
everyone informed.

Office Etiquette:
When you are in the station studio, management offices, editing rooms or master control it is
expected you will exhibit basic principles of professionalism by treating other members and
IUP-TV property with respect. This also means you are expected to treat any visitor to the
station as if they were a customer or client. Illegal activities are expressly prohibited on station
property and on location shoots as a member of IUP-TV. No drinking or drug use is permitted
on the job.

Stealing:
Theft of breakage by negligence of station property is a serious concern at IUP-TV. If you are
caught stealing, the Faculty Advisor will address the situation accordingly and the repercussions
that may occur include:





Temporary suspension from the station
Permanent expulsion from the station
Reimbursement of material and/or equipment
Charges filed in accordance with university policy

Show Creation Procedure
Application
To start the Show Creation Procedure you must see Faculty Advisor or Station Manager to fill
out the Producer Application. After the application is looked over by Management they will
contact you via email.

Pilot Episode
If the Producer Application is accepted, you will be asked to shoot a pilot episode. The Station
Manager or Program Director will assign you a time for the studio. IUP-TV will help with finding
crew for your film time. Once the pilot episode is filmed you can have the option to edit in the
editing bay. Management will help with any editing needs. The episode will not air if it does
not meet the aesthetic standards of Management/Faculty.

Finalization
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Once the Pilot Episode is accepted you will be assigned a filming time, air time, and a computer
to edit on.

Equipment Policies
IUP-TV provides various types of cameras and associated equipment for its volunteers. By
signing our forms and/or checking out equipment, you attest that you have fully read our terms
of agreement listed below, and, that you take full responsibility for the equipment you use.
a. By requesting and/or using IUP-TV equipment, you verify that you are a member of IUPTV and are producing programming for IUP-TV.
b. You MUST be signed out by the Staff or Faculty of IUP-TV.
c. You will return equipment the way it was received. All equipment must be coiled
correctly, batteries and mics must be taken out of the camera and packed accordingly,
tripod plates must be on the tripods at all times, etc…
d. You will not tamper with the equipment.
e. Failure to report lost or damaged equipment will be constructed as an attempt to
conceal the loss or damage of the equipment. This may lead to repercussions as
determined by the Faculty Advisor.
f. You are not allowed to take equipment off campus of Indiana University of Pennsylvania
without prior approval.
g. You will not check out or transfer equipment to anyone else during the time you are
authorized to use the equipment you have checked out. If you checked it out, you are
responsible for what happens to the equipment.
h. You will not leave the equipment unattended at any time.
i. Equipment is only allowed to be signed out for 3 days.
If you find any equipment that is broken when you receive it, bring it to the attention of the
person who checked out the equipment. It is your responsibility to be sure the equipment you
are accepting is in proper working order and that no parts are missing unless noted on the
check out form.

Editing Policies
At IUP-TV we offer members a means of editing their TV shows. Everything from News, Sports,
and Entertainment packages, to editing an entire taped show, can be achieved with the use of
our editing facilities. By signing our forms and using the editing facilities, you attest that you
have fully read our terms of agreement listed below, and, that you take full responsibility for
the equipment you use.
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a. By using our editing facilities, you verify that you are a registered member of IUP-TV and
are producing programing for IUP-TV.
b. Hard-drives will be cleaned out every year, so remember to make back-ups of your
packages and shows.
c. Each show is assigned a computer. It is expected only team members from that show
will learn the login and password for your show. Do NOT use other show’s computers.
d. Keep noise down. There are many shows editing at once and they don’t need the
distraction. Be aware of the people in the editing bay and be considerate.
e. If you need to gain access to a computer to edit programming for IUP-TV see the
producer of your show to learn the password to the computer designated for your
show.
f. IUP-TV computers are not to be used for general homework. There are open labs on
campus for homework assignments. IUP-TV equipment should be used for the
development of IUP-TV content.
g. Printers in the editing bay are property of the IUP-TV and are to be used for the express
purpose of printing out materials related to station operation. DO NOT PRINT CLASS
ASSIGNMENTS OR ANY OTHER PERSONAL MATERIAL ON STATION COMPUTERS.
h. If you are the last one in the editing bay, make sure you turn off all the lights and lock
both doors before leaving.

Studio Policies
IUP-TV provides a television studio for its members and other approved IUP personnel. Before
using our television studio, you ensure that you have fully read our terms of agreement and will
take full responsibility for what you do in the studio.
a. The Studio must be returned to its clean “default” state after use unless the next show
after you says otherwise.
 Clean “default” state -- having the snake box wrapped nicely, camera cables
wrapped and hanged upon the wall with cameras against the wall, any mics/XLR
cables in correct shelf packed away nicely, any trash thrown away, studio lights
off, control board off, all personal belongings out of the studio, any props or set
design cleaned up, etc.
b. Existing equipment must be respected. Damage must be reported immediately to
station management.
c. Each show produced at IUP-TV has a specific time to tape in the studio. Some nights
shows are booked back to back. Some nights classes are scheduled. You may not tape
any unscheduled program in the studios until you have received permission from station
management or faculty.
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d. If you do not understand how to operate the equipment or have any questions about
the studio/control room, you must contact the Station Manager or Station Engineer
(Chris Barber). DO NOT touch any equipment you can’t operate.
If you find any equipment that is broken when you start setting up for your show, or after your
show is finished, list it on your producer report. It is your responsibility to make sure the
damage is listed in detail. Omitting this step may cause station management to think you are
responsible for whatever equipment has been damaged.

Transmission/Master Control Policies
IUP-TV provides a television transmission control room (“master control”) for generation of our
cable programming. Only approved station personnel may enter the transmission control
room. Before anyone may enter this room they are to be fully trained and approved by the
Faculty Advisor to IUP-TV.
If you find any equipment that is broken, please report it to the Station Engineer. By doing this,
we can figure out who is responsible for the damage so you are not held liable for it.

IUP Sexual Misconduct Policy
Effective August 24, 2003
Indiana University of Pennsylvania is committed to maintaining a learning and work
environment that is free from sexual harassment. Acts of sexual harassment seriously
undermine the atmosphere of trust and respect that is essential to a university community.
Moreover, sexual harassment is legally prohibited and will not be tolerated. Sexual harassment
is a form of sex discrimination that is prohibited under Title VII of the Civil Rights Act of 1964,
Title IX of the Education Amendments of 1972, and the Pennsylvania Human Relations Act. It is
imperative that all employees, students, and vendors comply with both the spirit and intent of
federal, state and local laws, government regulations, and court orders which relate to sexual
harassment. It is the purpose of this policy to define prohibited conduct and provide guidance
on the procedures for addressing complaints.
All students, managers, administrators, faculty, staff and venders have a responsibility to
adhere to the contents of this policy. Members of the university community are encouraged to
report complaints of sexual harassment promptly in accordance with the Sexual Harassment
Complaint Procedures. Any person found to be in violation of this policy will be subject to
disciplinary action up to and including expulsion for students and termination of employees.
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IUP prohibits retaliatory action against persons filing an informal or formal complaint of sexual
harassment or any person cooperation in the investigation of such a charge, as a complainant,
respondent, witness, or other participant. Nor will the university tolerate knowingly false
charges of sexual harassment. Acts of retaliation or knowingly false charges shall constitute
misconduct subject to disciplinary action up to and including expulsion for students and
termination for employees.
To the extent possible, all complaints of sexual harassment shall be considered confidential and
only those persons who are necessary for the investigation and resolution of the complaints will
be given information regarding the matter. As much as possible consistent with the university’s
legal obligations to protect the rights and security of its employees and students, the university
will respect the confidentiality of both the complainant and the accused.
Questions about the Sexual Harassment Policy should be referred to the director of Social
Equity and Civic Engagement, Susan Snell Delaney Hall, Suited B17, or at 724-357-3402.
Sexual harassment consists of the following:





Unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature when submission to such conduct is either explicitly or
implicitly a term or condition of an individual’s employment or education; or
When submission to, or rejection of, that conduct is used as the basis for an
employment or academic decision affecting such individuals; or
Such conduct that is sufficiently severe or pervasive as to have the effect of creating an
intimidating, hostile, or offensive work or educational environment that substantially
interferes with work or educational performance, or negatively affects an individual’s
employment or educational opportunities.

Sexually harassing conduct may include but is not limited to verbal, physical, written, graphic,
or pictorial incidents. Not every act that may be offensive to an individual or group constitutes
sexual harassment. In determining whether sexual harassment has occurred, the totality of the
circumstances surrounding the incident must be carefully reviewed and due consideration must
be given to the protection of individuals’ rights, freedom of speech, academic freedom, and
advocacy. Sexual harassment complaints will be reviewed from a standard of a “reasonable
person” of the same sex of the complainant.

Conclusion
By walking through the doors of IUP-TV you are entering a place with over 40 years of history
and tradition. Hundreds of students have come before you and have gained valuable
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experience and been introduced to the exciting world of communications media. What you do
inside this station will be seen and heard by thousands of people and reflect on the 15
thousand students enrolled, the 120 thousand alumni around the world, and the 1600
employees and professors of Indiana University of Pennsylvania.
Take the responsibility to exhibit pride in your actions and the programs you produce. Simply
put, you can get by with an OK television show, newscast, talk show, etc., but if you are going
through all the trouble, why not put in the effort and become EXCELLENT? Why not go beyond
how it was done before and what people expect you to do? Putting forth more than is expected
of you will serve you in years to come as you leave behind the memories of IUP and create a life
in the “real world”.

