Cooperation Agreement

Oakland University Video Services Department

 & Student Video Productions

The Oakland University Video Services Department and Student Video Productions agree to the following policies and procedures regarding program production, facility and equipment use:

1. Production facilities and equipment within the 111 Suite of Varner Hall, the 100 Suite of Elliott Hall and rooms 112, 113 & 120 Varner are the sole property of Oakland University.  The resources within these facilities are under the management of Video Services, a unit within Oakland University’s Classroom Support and Instructional Technical Services (CSITS) Department.

2. Members in good standing of Oakland University’s Student Video Productions are allowed access to the facilities and equipment located in rooms 112, 113 & 120 Varner on a project by project and person by person basis.  Any Student Video Productions members wishing to use Video Services equipment or facilities must submit a signed Statement of Compliance form (located in the mailboxes in 111 Varner) before being considered.  Video Services reserves the right to deny the use of facilities or equipment at any time to any individual or group for just cause.

3. Access to equipment and facilities will only be granted while Video Services staff is available for supervision of facility usage or to check equipment in and/or out.  All usage must be scheduled at least 24 business-hours in advance.   Equipment and facilities can be requested by sending an email request to var120@oakland.edu.  Please indicate all equipment you wish to reserve.  If items are not reserved they may not be available for use at the desired time.  Be sure to include your full name, project working on, start or check-out time and finish or return time.  A return email will confirm that the reservation has been made or indicate any problems with the request.  The individual who checks out equipment is solely responsible for its safe return.  Compensation to the University for any damage or loss of equipment while in the possession of an individual will be required from the person responsible for its safe keeping and return. 
4. In order to facilitate greater accessibility to the VSD facilities and equipment, SVP agrees to pay a yearly sum of $4760.  The Video Services Department will utilize these funds to help cover the costs of employing student employees for the purpose of staffing additional hours of operation after 5pm on weekdays and four hours on Saturdays during the Fall and Winter semesters.  The exact additional hours are subject to the schedules of student employees and may change on a semester basis or more often based on staffing changes.
5. Video Services Department equipment may only be used for projects approved for air by the University Communications and Marketing department.  In order for a project to be approved, a completed OUTV Program form must be turned in at least two weeks prior to the start of production.  This form will be reviewed and either approved or suggestions made to allow for approval.  Working on personal or unapproved projects is an infraction of this agreement.    Approved programs must meet all deadlines for production and quantity expectations as proposed in the OUTV Program form.  SVP will be billed according to the VSD rate card (minus $25 per hour operator charge) for equipment usage on approved programs that are not completed as proposed.  The Student Technology Lab located in the Oakland Center is another facility available to students to help support OU program needs outside the scope of Video Services support.
6. Producers of SVP programs should keep adequate producer folders in order to turn productions over to new producers either upon graduation or such time as the student chooses to stop producing the program.

7. While every attempt will be made not to inconvenience those with facility reservations, from time to time it may be necessary to reschedule in order for Video Services Department projects to be completed.  These projects take precedence over SVP projects.   Any fees or infractions due directly to rescheduling by the VSD will be waived and/or excused.
8. When utilizing the 112 Varner television studio, the producer in charge of the production should sign in and out on the posted sheet and indicate the status of the room.  Any disparities noted will be addressed by VSD staff as soon as possible.  112 Varner should always be returned to the condition in which it was found or better.

9. When utilizing the 120 Varner lab, editors should sign in and out on the posted sheet.  Any special needs (using the Avid Mojo or DVD burner) should be requested in advance.  120 Varner should always be returned to the condition in which it was found or better.

10. The Video Services Department serves Oakland University.  While students are encouraged to be involved in department activity, they should never interrupt or impede the efficiency of the department.  The Video Services Department is not an appropriate place for student socializing.
11. The Video Services Department will provide SVP with tape stock for projects produced for OUTV.  Tapes are to be used for stock footage as well as master footage of completed programs.  These tapes are to be returned to VSD with a completed paper log (located in mailboxes in 111 Varner) for entry into the database.  SVP will be billed appropriately for any tape stock not returned to VSD.  SVP can access the database and archived tapes through any VSD employee.
12. The Video Services Department will provide SVP with an office (104 Varner) and computer as a courtesy as long as space is available.  This provision is at the discretion of the Video Services Department. Resources may be reallocated at any time based on department needs.

13. Equipment and space must be treated properly at all times and left in a neat and orderly fashion.

14. All VSD and SVP personnel’s behavior is expected to exhibit cooperation and professionalism at all times. 
15. Any infractions of the written and agreed upon policies and procedures will result in the following notifications to both the individual involved and the SVP email oaklandsvp@yahoo.com:
A. First infraction – written (may be an email) notification of infraction and warning
B. Second infraction – written notification (may be an email) of the infraction, suspension of privileges and the time frame of the suspension

C. Third infraction – written notification (may be an email) of the infraction and of loss of privileges
The undersigned representatives of Oakland University’s Video Services Department and Student Video Productions agree with the policies and procedures as stated above.
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