
WSTO POLICIES & PROCEDURES 

 

 

I. MISSION / VISION OF WSTO – MEDIA SERVICES 

WSTO – Media Services of Stoughton, Wisconsin seeks to provide a meaningful service for all 

residents and members of the Stoughton community utilizing all three aspects of PEG (Public, 

Education, and Government). The mission of WSTO is to: 

 

A. Provide a television service that reflects the mission of The City of Stoughton. 

B. Maintain a laboratory for community members, students and staff in learning how 

to communicate more effectively through television. 

C. Develop informative programming through the production of forums for the 

discussion of ideas, issues, values, and concerns of members of the Stoughton 

Community. 

D. Develop programming that recognizes individual and group achievement and 

supports and encourages the development of local talent. 

E. Develop programming that enhances the creative, cultural and aesthetic 

environment for the Stoughton Community. 

F. Provide a channel of communication that helps to bridge interests and concerns 

throughout the community. 

G. Write, direct and product special projects for the City, area businesses, and other 

clients. 

 

In order to meet this mission, WSTO's activities will include the following prioritized 

programming and services: 

 

A. Local governmental legislative meetings, i.e. City Council 

B. Local School Board meetings (2 per month). 

C. Predetermined Local governmental boards, committees, commissions. (Planning 

Commission, Committee of the Whole, Municipal court)  

D. Programs on current events or particular community issues, with a cultural or 

educational element. Including community local access opportunities. 

E. Programs regarding local government services  

F. Non-cablecast video productions which further the missions of City departments 

and other organizations  

G. Character generated (ON AIR CG) information regarding meeting schedules of 

local governmental boards, committees, commissions, etc. 

H. Character generated (ON AIR CG) information regarding important community 

events sponsored by governmental or non-profit groups. 

I. Character generated information (ON AIR CG) regarding employment 

opportunities. 

J. Reports to the citizens from elected or appointed public officials  

K. Productions which feature community services, issues and/or special 

governmental meetings. 

L. Productions with a cultural or educational element  

M. State government meetings of special local interest. 



N. Programming obtained from outside sources which further WSTO's mission. 

O. Providing video production training for other City agencies. 

P. Serving as a central information point for the planning, acquisition, and uses of 

video production and presentation equipment for other local governmental 

agencies. 

 

II. WSTO—MEDIA SERVICES STAFF 

 

A. Position Summaries 

 

1. Full-time staff 

 

a. Director of Media Services 

The Director of Media Services is responsible for the overall operation of 

the City of Stoughton Media Services department. This includes planning 

system objectives, policies, procedures, budgeting and general 

administration of the cable television system. The Director of Media 

Services reports to the Mayor. 

 

b. Media Production Supervisor 

The Media Production Supervisor is responsible for supervising, training, 

and coordinating media production technicians and media operators. He or 

she is also responsible for enhancing the overall production quality of 

WSTO programming. This includes working with directors/producers in 

planning sets, lighting, graphics and other production needs. This position 

also assists with facility and equipment planning and the formulation of 

policies and procedures that relate to production. The production 

supervisor is responsible for program playback, signal and program 

monitoring, equipment and studio security, and equipment check-out and 

repair. 

 

2. Part-time staff/Student staff 

 

a. Theater Production Supervisor 

This individual provides support to Opera House users/productions in the 

form of lights, sound and special effects for the theater facility as 

assigned; installs/operates lights, sound and special effects as needed for 

production; responsible for the set-up and operation of electronic sound 

equipment and lighting systems for rehearsals and productions; cleans, 

maintains and repairs sound and lighting equipment and areas; inventories 

theater lighting and sound equipment and prepares reports as necessary; 

purchases materials and supplies; train volunteers, students, and stage 

technicians in the areas of lighting, sound specials effects, show load-in, 

safety and security.  

 

b. Media Technician(s) 



'The person(s) in this position is responsible for lending technical 

assistance on all live/taped/in-studio, and remote productions, production 

quality, and technical/equipment maintenance and reliability. This 

person(s) have experiences in programming, production, and technical 

applications with video cameras, micro computers, recorders, editing-

switching networks, audio boards, remote and studio productions and 

equipment setups and production operations. This person should have a 

broad knowledge of basic cable networking and the interfacing of both 

audio and video insertions. This person will be expected to communicate 

in a knowledgeable and effective manner with Media Operators and other 

station staff. Media Technicians report to Media Production Supervisor 

and Manager of Media Services. 

 

c. Media Operator 

The Media Operator is an essential position at WSTO. Media Operators 

perform routine equipment usage, operation, set-up, and tear down. Media 

Operators, after training will have experience in programming, production, 

technical/equipment applications with video cameras, microcomputers, 

recorders, and studio and remote production equipment set-up and 

operation. Media Operators assist the Media Production Supervisor and 

Manager of Media services in all aspects of media production as assigned. 

 

d. Graphic Artist 

The Graphic Artist is directly responsible and in charge of all graphic 

design elements of WSTO Media Services. The Graphic Artist will create 

promotional, advertising, and special graphics for print, web, television or 

other formats. He or she is fluent with all current print media graphic 

design software as well as media production graphic systems. The Graphic 

Artist work will vary from print to media to web depending on the project. 

Ensure the materials consistently convey a sense of quality and 

professionalism. 

 

e. Media Production Intern (UNPAID) 

The Media Production Intern is an UNPAID individual at WSTO, 

coordinated through a technical or four-year college system. Media Interns 

perform routine equipment usage, operation, set-up, and tear down. Media 

Interns, after training will have experience in programming, production, 

technical/equipment applications with video cameras, microcomputers, 

recorders, and studio and remote production equipment set-up and 

operation. Media Operators assist the Media Production Supervisor and 

Manager of Media services in all aspects of media production as assigned. 

Media Production interns will complete a capstone project that highlights 

overall learning and abilities throughout their internship program at 

WSTO. 

 

f. Volunteer/Community Service (UNPAID) 



Volunteers and Community Service individuals will work directly with the 

Manager and Media Production supervisor on a variety of tasks and 

projects. This is an unpaid position that requires no prior training, or 

expertise. Individuals in this role will answer telephones, assist with office 

tasks, routine cleaning projects, and various one-time only projects that 

require the assistance of untrained individuals. Overall goals of this 

position are for the individual to develop a basic understand and 

appreciation for the department as well as basic video production 

techniques and ideas. In some instances, sports broadcasters, show 

producers, and other talent would be classified as a volunteer as they are 

unpaid and offer a short term of service to the organization. 

 

B. Talent Releases 

A talent release is required for anyone who appears on a WSTO program. The release 

confirms that WSTO has the right to use that person's performance. Releases are not 

required in all cases. For example, if you tape a lecture, it is not necessary to get a release 

from audience members. You would definitely need a release from the 

performer/presenter/lecturer. 

 

In certain cases, extra care should be taken to make sure that releases are completed. 

Professional performers are more often concerned about legal issues involving 

videotaping. Secondly, extra care should be taken when any children appear in a 

program. Legally, parents must sign the release form. Parents are often sensitive to issues 

regarding the videotaping of their children. 

 

Without talent release forms you will run the risk of not being able to use the video you 

have shot. From time to time, producers have been forced to cancel an entire show 

because the talent had not signed a release and then refused to allow the videotape to be 

used. There is very little you can do after the fact if you do not have a release. 

 

Don't forget to secure a release from the host(s) of your show and anyone doing voice-

overs. 

 

C. Producer's Legal rights and Responsibilities 

 

1. Producers are responsible for securing proper written clearances for use of 

copyrighted material. 

2. WSTO owns any completed program produced on WSTO facilities or 

with WSTO equipment. Individuals who wish to buy the full rights for the 

program material should discuss the costs with Manager of Media 

Services. 

3. Any user of WSTO equipment or facility shall assume full financial 

responsibility for the proper use and return of any and all WSTO 

equipment and production resources. 

4. No personal use of WSTO equipment, facilities, or services is allowed. 

 



D. Cablecasting of Controversial Issues 

WSTO – Media Services, as part of the City of Stoughton, is dedicated to making 

available a variety of information representing different viewpoints regarding 

controversial issues. It is not the function of WSTO to limit the expression of opinions of 

controversy within the context of any individual program. Rather the service seeks to 

engage the City of Stoughton and surrounding communities in meaningful dialogue on 

issues of concern. 

 

While WSTO may directly influence some program content in its development stage, 

other programs will be presented without editorial control. Programs such as City 

Council Meetings, or the Meetings of the Board of Education would be examples. 

 

E. Obscenity, Indecency, and Programming of Material with Sexual Content 

WSTO standards for governing the programming of sexual program content will be 

consistent with the Wisconsin State Statute on Obscenity. No material deemed obscene or 

pornographic under these standards will be shown on WSTO. 

 

F. Generally Offensive Programming 

These guidelines are not intended to discourage free expressions but rather to achieve a 

balance between the First Amendment right to free speech and the cable subscriber's right 

to be protected from unwanted viewing of offensive material. WSTO policy is not to 

cablecast programs which are obscene under federal or Wisconsin law. WSTO will 

refrain from cablecasting programs that are identified as "generally offensive" under the 

following guidelines. 

 

G. Guidelines for determining "Generally Offensive" content 

A program, which contains any of the following will be considered to be "Generally 

offensive" to some audiences: 

 

1. Language 

2. Violence 

3. Graphic Images 

 

H. Political Candidates 

Political candidates can utilize the channel as any other user, provided they abide by the 

WSTO Policies and Procedures. In addition, the WSTO Cable Commission feels it is 

important all candidates are aware of the options for using this channel. It is essential that 

WSTO provide equal time access to all political parties. Therefore, the Commission has 

provided the following information for all candidates running for office: 

 

Political candidates can appear on WSTO programming by: 

 

1. Appearing as a guest on a program 

2. Participating in a televised candidate forum 

3. Producing or appearing on their own program 

 



I. Access Policy\ 

WSTO, in order to promote the expression of a diversity of points of view and to honor 

its commitments as part of the City of Stoughton Franchise Agreement, is establishing an 

access policy. This access policy provides the opportunity for cablecasting of 

noncommercial programming produced or offered by community institutions or by 

individuals over the WSTO cable channel. 

 

WSTO will provide open – access, depending on current program schedule, opportunities 

for local access insertion. Requests will be honored on a first come-first serve basis. 

Special priority will be given to those groups or individuals who have not sought prior 

access or who have had limited access to the system. 

 

Individuals seeking access should submit their program at least one week before the week 

they wish the program to be shown. This will allow for both program review and 

scheduling. If possible, the cable service will try to show the program on the weekday 

requested by the program's sponsor. 

 

Each program submitted for access over WSTO will be reviewed for technical quality. 

Serious technical problems will require that the program be returned to its sponsor. 

 

WSTO has the capability of programming S-VHS, VHS, and DVD format media.  

 

Program content of access programming will be reviewed. It is expected that productions 

will meet minimal professional standards; these standards reflect knowledge of how to 

utilize television production equipment and how to construct television programs. 

 

Access programming should also be consistent with production guidelines that are 

discussed in this manual. These guidelines articulate cable policy related to obscenity, 

political communication, program releases, editorials, and other programming criteria. 

 

Finally it is expected that access programming should meet contemporary community 

ethical/moral standards. While these standards will not be fully defined within the context 

of this policy, individuals seeking access are asked to remember the unique nature of 

television as compared to other modes of expression. This medium enters the privacy of 

the home and is easily accessible to a broad range of children and adolescents. Programs, 

for instance, that attack racial or ethnic minorities, malign religious groups, or use 

excessive offensive language would be examples of program content that would not meet 

WSTO's view of contemporary community access standards. 

 

Programs not meeting any of these access guidelines will be returned to the program 

sponsor with an explanation of the reasons for not scheduling the production. The 

Manager of Media Services is responsible for all final decisions regarding community 

access to the cable system. 

 

 

 



J. General Facility Use 

 

1. WSTO equipment, facilities and supplies are for use on WSTO projects 

only. 

2. All use of equipment and facilities must relate to a program or project 

which has been approved by the Manager or Supervisor of Media 

Production.  

3. Certain equipment owned by WSTO will be reserved for in-studio, full-

time staff use and will not be available for check-out or outside usage. 

4. Certain equipment will be limited use in specific configurations and/or 

locations. 

5. Configuration and wiring of all stationary equipment within WSTO 

facilities will not be changed without approval of full-time staff.  

6. Configuration and wiring of equipment in mobile boxes will not be 

changed without management approval. 

7. Changes or adjustments to system timing or other internal equipment 

controls will be made only by full-time staff. 

8. Management reserves the right to waive restrictions for special projects. 

9. Smoking is not permitted any city building. No smoking, drinking or 

eating is allowed in the studio, control room, and editing rooms. Drinking 

is allowed in the playback room. Eating is allowed only in the break room. 

10. Management reserves the right to limit or deny access to facilities or 

equipment to any producer who does not adhere to these policies. 

 

K. Equipment Guidelines 
 

1. No equipment will be checked out without proper paperwork and 

management approval. 

2. When equipment is checked out, equipment numbers will be recorded on 

the equipment check-out form. When the equipment is checked in, 

corresponding numbers will be checked off on the sheet. Any missing or 

extra equipment will be accounted for. 

3. If any equipment fails to function properly or is damaged in your 

possession, full-time staff should be notified immediately. 

4. No equipment can be checked out overnight without management 

approval. 

5. No equipment will be checked out for productions outside of Stoughton 

without prior management approval. A full-time staff member or 

designated individual must be present for all out of town productions. 

 

L. WSTO Telephone Policy 

 

1. Limit your telephone use to WSTO related business. DO NOT USE 

TELEPHONE FOR SOCIALIZING! 

2. No one may make long distance calls unless authorized. 

3. Keep conversations short. 



M. Editing Policies for Programs and Information Messages 

 

1. Public Meetings: Designated public meetings will be covered gavel-to-

gavel. No editing of any sort shall be performed, save: 1) addition of title 

and credit pages for cable casting of taped replays; and 2) coverage lost 

due to technical considerations. 

2. Special Programs: Any programming prepared by or provided by a 

government department may be modified or edited as appropriate to the 

policies governing channel use, or as dictated by scheduling and personnel 

resource requirements. 

3. Community Bulletin Board: Informational messages for use on the 

character generator bulletin board (Community Bulletin Board) shall be 

edited for clarity and to maximize the capacity of the system. 

4. Underwriting Policies: Any WSTO program which includes 

underwriting reflects back on the image of the station. It is important for 

you to be thorough and businesslike with clients. How clients feel will 

affect their future participation. 

 

a. Program funders may not exercise editorial control over program 

content. 

b. There should be no public perception of questions of station 

independence with respect to editorial restraints or controls relating 

to program underwriters 

c. There must be a perception of general independence of the WSTO 

system. 

d. The cable service will not directly promote the consumption of 

alcohol by its views through underwriting. 

 

5. Program Duplications 

 

a. WSTO Management will set fee rates for copies (dubs) of WSTO 

programming. Such rates will be based upon charges incurred for 

media and dubbing costs. 

b. Local resident producers are allowed to make one free dub of each 

program on a media they provide. If multiple dubs are required 

they will be subject to normal dubbing costs. 

c. WSTO reserves the right to make copies of any programs 

submitted for cablecast on WSTO Channel 12, except in situations 

in which a local resident producer has provided WSTO staff with a 

written notice of copyright on his/her program. WSTO has no 

obligation to notify producers that a copy of their program was 

made. 
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