FURTHER INFORMATION TO ASSIST ORGANISERS/USERS OF THE MEDIA SERVICES TV STUDIO:

VARIOUS STYLES OF TV STUDIO PRESENTATIONS

Introduction

The Media Services TV studio is an industry-standard facility capable of recording events and performances using three cameras linked to a control room.  Media Services staff operate this facility and have an intimate knowledge of its operation.

The studio is capable of recording an event to videotape (potentially for later editing), while simultaneously recording a compressed video-file ready for immediate uploading to Studydesk, and broadcasting the event LIVE to the internet – quite a powerful tool.

The studio is located in Y-Block of the USQ Toowoomba Campus, through sound-proof doors, directly opposite the ICT Help Desk on Level 1. The room number is Y128 into Y103.  Stairs lead down from the entrance to the studio floor, and flat floor access is available for the mobility-impaired.

CHECKLIST OF PRESENTATION STYLES
 (   ) INTERVIEW i.e. one or more guests being interviewed by one or more USQ staff
For INTERVIEW, go to part 1  

 (   ) LECTURE i.e. one or more guests or USQ staff giving information to an audience

For LECTURE, go to part 2
(   ) WORKSHOP  i.e. one or more guests or USQ staff giving information to an audience with the expectation that the audience will be required to do spoken/written activities and present the results of those activities back to guests or USQ staff
For  WORKSHOP, go to part 3
(   ) DEMONSTRATION i.e. one or more guests or USQ staff showing a skill, technique or process using equipment  - with or without an audience

For DEMONSTRATION, go to part 4
(   ) PERFORMANCE  i.e. one or more guests, USQ staff or USQ students presenting an educational simulation, artistic presentation or other role-play performance - with or without an audience. A Pre-production meeting is required.

For PERFORMANCE, go to part 5

(   ) OTHER - please contact Media Services staff to arrange a pre-production meeting
PART 1
INTERVIEW
One or more guests^ can interviewed by one or more USQ staff on the USQ TV set. The set is capable of seating six adults. The set has stairs.

(   ) Total number of guests and presenters is _______ . The expectation is that all people will speak.

(   ) Disabled access to the set is required.

(   ) One or more of the guests are not to be visually identified, anonymity is required. 

(   ) A computer is required on-set for guests/presenters to access as part of the interview (eg. powerpoint* slides) and the screens be recorded as part of the interview.
(   ) The guest/s or presenter/s wish to play (   ) audio* or (   ) video* or show (   ) images* through the on-set computer and the screens be recorded as part of the interview.
(   ) The on-set computer needs to be connected to the internet.

(   ) There will be an in-studio audience who will be only listening to the interview.
(   ) There will be an in-studio audience who will be listening to the interview, and will be invited to ask questions of the interviewers and interviewees or make comment.
(   ) Disabled access is required by members of the audience.
(   ) The interview is for uploading to (   ) a website, (   ) course materials.

(   ) The interview is to be live-broadcast to remote viewers.

(   ) The linking URL has been sent to on-line participants.
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^ All non-USQ people must sign a talent-release form before the interview commences. This form gives USQ permission to record the person and rebroadcast their contribution.  Media Services staff will have these forms on-hand on the day of recording. 

* There is a legal obligation to ensure that any audio/visual materials have written approval to be recorded and rebroadcast using these facilities.  USQ cannot record and rebroadcast any material if there is any doubt as to the ownership of such material. Guests may be asked to supply evidence of either ownership or authority to use such material.
PART 2
LECTURE
One or more guests^ or USQ staff giving information to an audience.  Limited to a maximum duration of one hour (unless by prior arrangement) and a maximum audience capacity of 85 people.
(   ) Disabled access is required.

(   ) The audience will be seated in rows, theatre-style. If another configuration is required, please     advise Media Services.
(   ) Only one USQ staff member is presenting the lecture entirely. 

(   ) More than one USQ staff is presenting the lecture.  How many _____? 

(   ) Only one guest is presenting the lecture entirely. 

(   ) More than one guest is presenting the lecture.  How many _____?

(   ) A USQ staff member will just do the “housekeeping” at the start of the recording and then introduce the guest/s.

(   ) A whiteboard is required.

(   ) A computer is required for guests/presenters to access as part of the lecture (eg. powerpoint* slides) and the screens be recorded as part of the interview. Naturally, the audience will see these screens.
(   ) The guest/s or presenter/s wish to play (   ) audio* or (   ) video* or show (   ) images* through the computer and the screens be recorded as part of the lecture. Naturally, the audience will see these screens and hear any audio.
(   ) The computer needs to be connected to the internet.

(   ) The in-studio audience will be only listening to the interview.
(   ) The in-studio audience will be invited to ask questions of the guest/s and presenter/s or make comment.

(   ) The lecture is to be live-broadcast, on-line to remote viewers.

(   ) The linking URL has been sent to on-line participants.

(   ) The on-line participants will be invited to email questions/comments to the TV studio during the broadcast.
 (   ) The interview is for uploading to (   ) a website, (   ) course materials.

^ All non-USQ guests must sign a talent-release form before the lecture commences. This form gives USQ permission to record the person and rebroadcast their contribution.  Media Services staff will have these forms on-hand on the day of recording. 

* There is a legal obligation to ensure that any audio/visual materials have written approval to be recorded and rebroadcast using these facilities.  USQ cannot record and rebroadcast any material if there is any doubt as to the ownership of such material. Guests may be asked to supply evidence of either ownership or authority to use such material.

PART 3
WORKSHOP
One or more guests^ or USQ staff giving information to an audience with the expectation that the audience will be required to do spoken/written activities from tables, and present the results of those activities back to guests or USQ staff during the recording. Limited to a maximum duration of one hour (unless by prior arrangement) and a maximum audience capacity of 50 people.

(   ) Disabled access is required.

(   ) The audience will be seated at work-tables in groups of eight. Organiser to provide all writing/reporting tools, paper etc.

(   ) Only one USQ staff is presenting the workshop entirely. 

(   ) More than one USQ staff member is presenting the workshop.  How many _____? 

(   ) Only one guest is presenting the workshop entirely. 

(   ) More than one guest is presenting the workshop.  How many _____?

(   ) The workshop will be presented co-jointly.

(   ) A USQ staff member will just do the “housekeeping” at the start of the recording and then introduce the guest/s.

(   ) A whiteboard is required.

(   ) A computer is required for guests/presenters to access as part of the workshop (eg. powerpoint* slides) and the screens be recorded as part of the interview. Naturally, the audience will see these screens.
(   ) The guest/s or presenter/s wish to play (   ) audio* or (   ) video* or show (   ) images* through the computer and the screens be recorded as part of the workshop. Naturally, the audience will see these screens and hear any audio.
(   ) The computer needs to be connected to the internet.

(   ) The lecture is to be live-broadcast, on-line to remote viewers. 

(   ) The linking URL has been sent to on-line participants.
(   ) The on-line participants and other sites (eg. Springfield and Fraser Coast) have been sent copies of the workshop materials prior to the recording.

(   ) The on-line participants will be invited to email questions/comments to the TV studio during the broadcast.

 (   ) The interview is for uploading to (   ) a website, (   ) course materials.
^ All non-USQ guests must sign a talent-release form before the workshop commences. This form gives USQ permission to record the person and rebroadcast their contribution.  Media Services staff will have these forms on-hand on the day of recording. 

* There is a legal obligation to ensure that any audio/visual materials have written approval to be recorded and rebroadcast using these facilities.  USQ cannot record and rebroadcast any material if there is any doubt as to the ownership of such material. Guests may be asked to supply evidence of either ownership or authority to use such material.

PART 4
DEMONSTRATION

One or more guests^ or USQ staff demonstrating to the cameras.  

(   ) Disabled access is required.

(   ) Explain what is being demonstrated:

(   ) Tables are required to set up the demonstration on.

(   ) Access for large pieces of equipment (eg. piano, scientific equipment) is needed.

(   ) Liquids or corrosive substances are involved.

(   ) Materials which potentially may set off the smoke detectors are involved.

(   ) Only one USQ staff is presenting each demonstration entirely. 

(   ) More than one USQ staff member is presenting each demonstration.  How many _____? 

(   ) Only one guest is presenting each demonstration entirely. 

(   ) More than one guest is presenting each demonstration.  How many _____?

(   ) A USQ staff member will just do the “housekeeping” at the start of the recording and then introduce the guest/s.

(   ) A whiteboard is required.

(   ) A computer is required for guests/presenters to access as part of the lecture (eg. powerpoint* slides) and the screens be recorded as part of the interview.
(   ) The guest/s or presenter/s wish to play (   ) audio* or (   ) video* or show (   ) images* through the computer and the screens be recorded as part of the lecture. 
(   ) The computer needs to be connected to the internet.

(   ) There is an audience in the studio.

(   ) The demonstration is to be recorded to tape for later editing.

(   ) The demonstration is to be live-broadcast, on-line to remote viewers.

 (   ) The linking URL has been sent to on-line participants.

(   ) The on-line participants will be invited to email questions/comments to the TV studio during the broadcast.

 (   ) The interview is for uploading to (   ) a website, (   ) course materials.

^ All non-USQ guests must sign a talent-release form before the demonstration commences. This form gives USQ permission to record the person and rebroadcast their contribution.  Media Services staff will have these forms on-hand on the day of recording. 

* There is a legal obligation to ensure that any audio/visual materials have written approval to be recorded and rebroadcast using these facilities.  USQ cannot record and rebroadcast any material if there is any doubt as to the ownership of such material. Guests may be asked to supply evidence of either ownership or authority to use such material.

 PART 5
PERFORMANCE

One or more guests^ or USQ staff, or USQ students role-playing to an audience and the audience may be required to do spoken/written activities from tables in groups of eight, and present the results of those activities back to guests, USQ presenters or USQ students during the recording. Limited to a maximum duration of one hour (unless by prior arrangement) and a maximum audience capacity of 50 people.
NOTE: It is necessary that a pre-performance meeting/s with staff and actors be held to understand the nature of the performance.
(   ) Disabled access is required.

(   ) The audience will be seated at work-tables in groups of eight. Organiser to provide all writing/reporting tools, paper etc.

(   ) “Actors” will be performing in groups of ______?

(   ) There will be a total of ____ different performances during the allotted time.  
(   ) A USQ staff/student will just do the introduction at the start of the recording and then introduce the performance.
 (   ) A whiteboard is required.
(   ) A green-screen is required
(   ) A computer is required for performers to access as part of the performance (eg. powerpoint* slides) and the screens be recorded as part of the interview. Naturally, the audience will see these screens.
(   ) The performers wish to play (   ) audio* or (   ) video* or show (   ) images* through the computer and the screens be recorded as part of the workshop. Naturally, the audience will see these screens and hear any audio.
(   ) The computer needs to be connected to the internet.
(   ) The performance is to be recorded, even in scenes, for later editing.
(   ) The performance is to be live-broadcast, on-line to remote viewers. 

(   ) The linking URL has been sent to on-line participants.

 (   ) The on-line participants will be invited to email questions/comments to the TV studio during the broadcast.

 (   ) The interview is for uploading to (   ) a website, (   ) course materials.

^ All non-USQ guests must sign a talent-release form before the performance commences. This form gives USQ permission to record the person and rebroadcast their contribution.  Media Services staff will have these forms on-hand on the day of recording. 

* There is a legal obligation to ensure that any audio/visual materials have written approval to be recorded and rebroadcast using these facilities.  USQ cannot record and rebroadcast any material if there is any doubt as to the ownership of such material. Guests may be asked to supply evidence of either ownership or authority to use such material.
