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� General Awareness: A one- to two-hour presentation, by grade level and subject area, showing
portions of ITV programs on videotape.

� Program Update: A 30- to 60-minute presentation, including videotaped segments, of all the new
programs offered on ITV. It is designed to inform teachers of new ITV resources, as well as changes
in scheduling.

� Critical Television-Viewing Skills: A 30- to 60-minute workshop presenting activities designed to
promote a positive learning experience as a result of television viewing at home or in the classroom.

� Equipment Training: One- to three-hour workshops concerning the use of your school’s video
equipment. These can be conducted either individually or in small groups.
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� Assist your school principal by providing the necessary information and help to all faculty members.

� Develop in the faculty favorable attitudes toward ITV. Form a committee of supporters to keep up
with trends, ideas, etc.

� Develop good community relations toward ITV, particularly in the PTA/PTO.

�  	����������	�������

� Assist teachers in learning about new resources. Accom-
modate teachers’ requests to preview the resources they
believe will be useful in their teaching.

� Distribute to teachers monthly staff development sched-
ules and teacher lesson guides.

� Display announcements and posters in prominent places.

� 
����	�%������������
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� Encourage staff members to participate in your region’s
Teacher Training Institute (TTI).

� Alert principals and teachers to special ITV staff develop-
ment programs. If necessary, arrange to tape the programs
for later playback.

� Encourage teachers to share ITV/audio utilization ideas. Give recognition to innovators.

� Experiment with new ideas for the use of television and audiotapes. Encourage teachers to use
listening stations to individualize, etc.

� Develop a resource shelf on instructional television for teachers, to include supplementary materials
for ITV series and staff development offerings.

� Hold training sessions to instruct interested faculty and students.
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� 17- to 19-inch screen—5 to 6 feet

� 21- to 23-inch screen—6 to 7 feet

� 24- to 25-inch screen—7 to 8 feet
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Name ____________________________________________________________________

School and County ___________________________________________________________

Requested Playback Times
Beginning End

Title of Resource to Be Scheduled of Period of Period

 1. ______________________________________________________________________

 2. ______________________________________________________________________

 3. ______________________________________________________________________

 4. ______________________________________________________________________

 5. ______________________________________________________________________

 6. ______________________________________________________________________

 7. ______________________________________________________________________

 8. ______________________________________________________________________

 9. ______________________________________________________________________

10. ______________________________________________________________________

� � � � �

1�����������2�����

Time Day(s)
Series Scheduled Channel Scheduled

 1. ______________________________________________________________________

 2. ______________________________________________________________________

 3. ______________________________________________________________________

 4. ______________________________________________________________________

 5. ______________________________________________________________________

 6. ______________________________________________________________________

 7. ______________________________________________________________________

 8. ______________________________________________________________________

 9. ______________________________________________________________________

10. ______________________________________________________________________
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Non-repairable or salvage equipment should be removed from your inventory list as soon as possible.
A standard form is available from ETV for this purpose. Each district should properly dispose of non-
repairable equipment based on individual district policies.
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� Bolt the television and VCR to the cart or mount them in the classroom.

� In plain sight, etch or paint the name of the school on each piece of equipment and record serial
numbers.

� Lock equipment in a windowless storage closet (locked separately from any master key system)
or purchase carts with VCR storage cabinets that can be locked.

� Develop policies and procedures for equipment and tape storage and check out.
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� Purchase carts with large wheels (such as 4-inch) and be sure the cart provides a power strip with a
functional three-wire plug.

� For stability, always use a cart compatible with the size of the television.

� Do not allow elementary-school children to move TV/VCR carts to and from classrooms. Only
adults should move carts in elementary schools.

� In middle, junior, and high schools, only authorized (trained) persons 16 years of age or older should
move A-V carts.

� Be sure that the television set and the VCR are securely bolted or strapped to the cart. Straps that
fasten the television receiver to the stand are available from ETV. Call 1/800/922-4848 for more
information.

� To maintain stability when moving the cart, push (rather than pull) the cart in a sideways direction.

� Make certain that all cords and cables are secured on the cart before moving it.

� Televisions should be removed from carts when moving up or down stairs. (This seems obvious, but
spills have occurred while moving TV carts down steps.)



� Do not allow anyone to step on or ride on the TV/A-V cart.

� Check the wheels on the carts on a regular basis to see that they are firmly attached.
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� State Board of Education-approved resources (those contained each year in the Instructional
Television Resources book or otherwise added during a year to the ITV schedule by the Office
of Technology);

� Any resource for which the school has obtained copyright clearance for such an in-school
broadcast;

� Any resource for which “fair use” guidelines have been followed in acquiring the resource.
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� Rules for spontaneity must be observed. (Systematic recordings must not be made. For example,
some educators feel they can tape all of the episodes of 60 Minutes or other commercial programs for
social studies classes. However, recordings should be made in advance of getting copyright clear-
ance only when it is too late to obtain permission.)

� Home-taped programs do not have greater flexibility for use than school-taped programs. (As an
example, specified copyright rules for ITV programs, such as seven-day record rights, must be
adhered to; for home programs, fair-use guidelines specifying use once within 10 days must be
followed.) Such programs must be used in relation to a teacher’s lesson plan—not for entertainment.



� A monitoring system is recommended to show that tapes are erased after 45 days. (If the decision of the
local school administration is to permit use of home-taped video programs, a monitoring system is
recommended to help curtail illegal multi-use of programs. As a minimum, records should be kept
on playback dates, program titles, requesting teachers, and classes viewing the program.)
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NOTE: It is our understanding that AIME will no longer handle questions from non-members of their
organization.
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EFFECTIVE USE OF VIDEO

�  	����'�����	��
���������	����������	�%	��6����������������1���	���1������������
������	����	��
����

� �����
������������	6��%�������	�����	���������������	�%	��6����		���
�����������������D�������1����
��%%����������	��	����'��%���������=���'��%������������

� ;�
�����	�%	���������������
�
�������
��1�	�������
���	��������	������1�������@�������
��������������D��=
��������	�����%������	�%	���

�  	���	���������'��%�����	������-�����#��&�������1�
�%����%1�������
���H������	��������

��������������
��%�������'����������	����

� �������������	�%	���'���������
��������������1�	�
����%��������	��	�
��	���%�� 	���������������'�������'��%
����%������1�������&��������1��	�#����������������������	������������	����	����	���

�'=�������������
���������������

� 7����������	�%	���'�������	������������������%������	�%	���������������1��������	��������%�����������	
	��
����%�����	�������%���������	�����	�������	���������

� ��	����	����

�'=����������������������#���	�����	�������%1����	�����	��������	�%	��6����	����������1����
������

��%������������������#������
�����������������������%	���������	�%	���'������������
���		���
��
�
���

� 
��
���������
�������<��������������6�	����������������
�������������������������
�������%����������������
�������	���'�����
��������%���������	�������@�������

TIPS FOR VIDEO PRODUCTION
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�'��%���%%�����������������	��	��	�-

� Smile!

� Do not look around.

� Keep eyes straight on the camera or on another person.

� Provide a beginning, such as “Good morning”; a middle; and an ending, such as “Tune in tomorrow.”
Verbal transitions are necessary.
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�'��%���%%�����������������	�C��	����	�-

� Let students critique themselves immediately after taping.



� Let students design and evaluate questions for interviews.

� When selecting anchor people, pair a dependable student with an at-risk student. The dependable
student will not let the at-risk student fail.

� Show what is already being done in the school.

� Use the interview format often.

� Model segments after successful television programs, such as Reading Rainbow.
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NOTE: U.S. copyright law prohibits the editing of purchased or rented tapes. These directions are
intended to help you edit school-produced videos.
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� Establish a central site (i.e., library, department office) to house videotapes. The location should be
easily accessible for teachers who are using videotapes.

� Identify an individual (usually the media specialist) to oversee the collection. A successful video-
tape library is usually the result of an individual’s efforts.

� Identify the series that best meet curriculum needs and the school’s goals. Once the series have been
selected by teachers, highlight the air date and time for each series.

� For ease in cataloging and use, tape only one series per tape. For example, a literature, a history, and a
science series taped on one tape will be difficult for more than one teacher to use.

� For best quality, record programs at standard speed.

� Distance education learning centers can be valuable resources when it comes to taping programs.

� If indexing tapes with counter numbers, remember that different VCR models display different
counter numbers.
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SP LP EP
Cassette (Standard Play) (Long Play)           (Extended Play)
T-60 1 hour 2 hours 3 hours
T-120 2 hours 4 hours 6 hours
T-160 2 hours, 40 minutes 5 hours, 20 minutes 8 hours
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1. Make sure that the set cord on the nonworking set is connected to the TV’s VHF input.

2. Bring a working set with its set cord from another room where there are no video problems. If the
working set will not work at the questionable outlet, then the outlet is the problem. Call Field Techni-
cal Services.

3. Move the nonworking set into another room. If it still does not work properly, the set needs adjust-
ment or repair. Refer to your television owner’s manual to adjust the tuning and the band selection.
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Radio (For Staff Development Only)
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� CLV (constant linear velocity) extended play disk has a storage capacity of approximately one
hour of playing time per disk side.

� CAV (constant angular velocity) disk has a capacity of 30 minutes playing time per disk side. This is
about 54,000 video frames—the individual frames that comprise a motion picture at the rate of 30
frames per second. The user can take advantage of features such as freeze-frame, step frame, and
slow motion with the CAV.
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� Multimedia Personal Computer Information and Consumer Guide is a very extensive online collec-
tion of computer information that includes recommendations for buying a multimedia PC, recom-
mendations for reading about multimedia PCs, and technical articles about Windows95 and
multimedia. By doing some research prior to purchase, one will be able to identify and select the
PC that best meets the needs of the user. (URL: http://ourworld.compuserve.com/homepages/
rpmcgoey/MPC1.htm#MPC2)
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� Glossaries of Learning Technologies Terms
URL: http://olt-bta.hrdc-drhc.gc.ca/info/glosse.html

� Pitsco’s Launch to Educational Resources
URL: http://www.pitsco.com/p/resframe.htm

� Technology Education
URL: http://mailer.fsu.edu/~jflake/TechEd.html

� The Technology Education Lab
URL: http://www.techedlab.com/
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� Immediately upon receipt of software from the distributor or developer, the library should make a
disk-to-disk, cassette-to-cassette copy of the program. The original should be permanently filed in
a restricted off-site location (away from the microcomputer installation). The copy should then be
labeled clearly with a warning against unauthorized copying—Notice: This material protected by
copyright law (Title 17, U.S. Code)—and stored with the documentation in a reserve-type, non-
student access area. Only the copy should be loaned to students and faculty for use with the system.

� Except in those cases where software is used in multiples to perform some specific task (CP/M
+ MBASIC + WORDSTAR), only one software package should be released to a student or teacher
at a time.
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� What is considered “fair use”?

� May teachers make copies of programs for classroom use?

� Is there any difference between teacher-owned programs and school district-owned programs?

� Is it legal to modify a program to fit a particular setting?
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� Inventory of all equipment intended for student/faculty use

� Inventory of all software intended for student/faculty use

� Identification of faculty and library staff available to assist students and teachers in the use of
the microcomputer work areas

� Library policies and procedures

� Scheduling procedures for the facilities

� Copyright law and local policies protecting computer software and the ethics governing software
piracy

SUGGESTED DISTRICT POLICY ON SOFTWARE COPYRIGHT
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� The Digital Future Coalition (http://www.dfc.org//) is an excellent resource on key legislation
and terminology related to copyright issues.

� The Recording Industry Association of America (RIAA) site (http://www.riaa.com) is an excellent
resource for copyright and licensing issues in the digital arena.
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