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This is a manual for WTV. It is directed towards any TV 

student. The intent is to inform TV students about how to do 

different tasks in TV such as checking out gear and editing stories. 

After reading this you will be able to complete the tasks needed in 

order to succeed in WTV and will be able to look back on it 

throughout the year in order to refresh your memory.  
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EXECUTIVE PRODUCER: 

An Executive Producer is someone who demonstrates great 

leadership throughout his or her years as TV 1 and TV 2 student and 

is able to take on the responsibility of running the show. The number 

of Executive Producers varies each year, but there are usually around 

2 to 3 people. You may be wondering what exactly an executive 

producer does. First, they choose the stories that they feel are best to 

go in the show and assign a person or persons to each story. They 

also lead each large group and make sure all of the students under 

their leadership are on task and working hard to get their stories 

done on time. If a student is having issues with anything, it is the 

Executive Producers job to help them fix the issue, teach them how to 

do something or help them come up with a plan B. When stories are 

finished, the executive producers must do a final check on them and 

make sure everything is done well and is able to go in the show. 

Overall, the executive producers are in charge of producing a quality 

show because it is their names that go on the final product. It is 

crucial for producers and leaders to set expectations and goals and 
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clearly state how feedback will be provided to them. This is exactly 

what the WTV producer will do, but will also make sure that it is a 

fun experience that you will enjoy being a part of.  

ASSOCIATE PRODUCER:  

The other position held is the associate producer position. The 

associate producer is another important position in the running of the 

show. There are around 4 of them each year and can also only be held 

by seniors. The associate producers have many jobs that are key in 

producing a great show. First, they are in charge of collecting scripts 

and correcting them before a student even begins putting their story 

together. They also create the deadlines for the first interview and for 

the scripts to make sure each student is on the right track with their 

story. They also help out students if they have any issues and are 

reliable sources to ask for help. Finally, they check off each of the 

student’s stories on their deadlines before it is to be checked by an 

executive producer. They make sure all of the minor details are in 

order and are the building blocks to creating a good show.   

 

 

 

 



 6 

 

 

 There are three important pieces of equipment that you will 

need to know how to use in order to film for a story; the tripod, 

microphone and camera.  

TRIPOD:  

 The tripod is the most crucial part in shooting a steady shot. It 

holds your camera in place so your shots won’t shake while you are 

trying to film. To attach the camera you have to take the bracket off of 

the top and screw it into the bottom of the camera. Most tripods, like 

the ones used in TV, allow you to adjust the height and the angle of 

the camera. On most tripods, to adjust the height, all you have to do 

is unlatch the legs and adjust them to the length that you would like 

and latch them in again. Or, you may be able to adjust the height of 

the head by twisting a knob by the head, moving it up to the 

desirable height and tightening the knob again. An arm attached to 

the head also allows you to pan, which is to move horizontally or 

vertically. The only thing you don’t use a tripod for is when you are 

shooting fast paced sports such as football.  
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MICROPHONE:  

 The microphone is the most important part in having good 

sound quality in your interviews. There are two types of 

microphones. The first one is a stick microphone and should only be 

used when you are doing man on the street interviews, or 

impromptu, not set up interviews. The second one a clip on 

microphone for scheduled interviews, and are used in more formal 

occasions. Each of them has two parts to the microphone and they 

each have to be on the same radio wave or be connected in some sort 

to work properly.  

First, you turn on one of the two parts with the microphone 

actually on it and give it to the interviewee. For the best visual 

appeal, the interviewee should place the body of the microphone in 

their pocket or in their lap and clip the microphone to the top of their 

shirt or collar. Then, you must plug the second part of the 

microphone into your camera in order for you to pick up what the 

interviewee is saying. This plug is usually located on the back of the 

camera. After you are done, make sure you turn them both off 

because the batteries run out fast!  
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CAMERA:  

HD 

 The HD camera is the smaller camera that is easier to use, 

especially for beginners. It is automatically focused, so you won’t 

have to do it manually. To use it, all you have to do is put in a 

memory card. This will hold all of the footage you record and then 

you will be able to find them on that card later. Then all you have to 

do is turn the camera on, open the side and push record, located on 

the back of the camera. When you are done recording what you want, 

push the record button again and it should stop recording. You can 

also zoom in or zoom out to get a better shot. This function is located 

on the top and moves left to zoom out and right to zoom in.  

DSLR 

 The DSLR is a little bit more complicated, but works just the 

same. It has a lot better quality and allows you to focus manually and 

get a better depth of field. To adjust the focus, you just have to turn 

the middle part of the lense to whatever you feel looks best. You can 

also zoom in and zoom out on this camera, which is also located on 

the lense. It is at the top part and all you have to do is turn it left or 
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right to zoom in and zoom out, the direction may be different on 

different types of cameras. To record, you have to push the red 

button on the back of the body. Then, push it again to stop recording. 

A memory card is also required for these types of cameras.  
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 Every time a show comes out, there are always new stories that 

need to be found to put together a new show. Every person in the 

class brings in 4 story ideas that they think are suitable in going in the 

next show. This is called pitching. The 4 categories that the stories can 

fall under are feature, news, sports and 

entertainment/miscellaneous. You should have a story that fits into 

each one of these categories, so the stories are spread out equally.  

HOW TO FIND THEM: 

There are many places in which you are able to get good story 

ideas. First, the Internet can be your best friend when it comes to 

story ideas. To look for school related news, you can look on the daily 

bulletin on Powerschool or Westside’s website. To look for stories 

going on around Omaha, you can look at the Omaha.com or any local 

news station’s website. Social networking sites such as Twitter and 

Facebook can also give ideas. However, your best bet is hearsay 

around the school and around town. Face to face contacts are the 

easiest and most efficient way to get information, and they can also 

be contacts that you could use in your story if it is chosen.  
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PITCHING  

Before coming to class, the day your stories are due, you must 

make sure that they are submitted to the website, where you will 

have to explain your story idea thoroughly and include any contacts 

that you have. You have to do this in order for the producers to look 

back on them after you have pitched to see which stories would be 

most doable. In class, each person goes around and shares their story 

ideas and an executive producer will write them on the board under 

each category. After everybody has shared their ideas, the executive 

producers will choose the stories under each category that they feel 

will work best in the upcoming show. They will then assign each 

story to a person(s) for them to finish for their next deadline.  
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 After being assigned your story, the first thing you need 

to do is write a script. A script is a layout of your whole story on 

paper and includes both the audio and video aspects you want to 

include.  

INTERVIEWS 

 Before you even start writing the script, you have to get an 

interview so you have more information about your story. The 

person you are interviewing should be a person who is closely 

related to the story and is credible. To get the interview, you should 

first try to reach them in person, if possible, if this isn’t possible try to 

call them or if that doesn’t work, send them an email. When you 

reach them, you should tell them that you are a member of WTV and 

tell them what your story is about. Then, you should ask them if they 

would be willing to do an interview with you. If they say yes, you 

need to find a time that you both are available to do an interview.  

WRITING 

 Your script will have two parts, audio and video. Under the 

video section, you should include all of the different shots you will 

include in your story. They should be in sequential order and should 
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relate to what you are going to be talking about at that time. In the 

audio section, you should include everything that the viewer will be 

listening to during your story. This should include all of your 

voiceovers, which are all of things that you will be saying during 

your story, all of your interviews you will be getting and the 

questions you will be asking during the interview. Your story should 

start off with an attention grabbling lead, and end with a strong 

conclusion and finally, you will say “for WTV this has been ____.” 
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CHECKING OUT GEAR:  

 Before you even start shooting, you have to make sure you 

check out the equipment, or ‘gear’. If you know when you are going 

to shoot, you need to sign up on the green sheets on the windows 

outside of the TV rooms to ensure that you are able to get gear on 

that date. There isn’t enough gear for everyone, so you aren’t 

guaranteed gear if you don’t sign up for it ahead of time. On the day 

you are going to shoot, you need to get the gear you signed up for 

out of the equipment room. Then, you grab a memory card and go to 

the sign out book. In the book, you will put your name, date you are 

checking out the gear, the mod, the camera, tripod and microphone 

names and the card number or letter. Then, you will need to take this 

book to Mr. Rasgorshek so he can sign you out. You will need to 

bring it back when you are done using it, or before school starts the 

next morning if you are checking it out after school. Mr. Rasgorshek 

will then need to check you back in to make sure that you brought 

back everything that you checked out.  
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SHOT VARIETY:  

 When shooting, you have several different options on the types 

of shots you can get.  

Establishing Shot: This is usually the first or the last shot in a 

sequence that gives the viewer an initial shot of what your story is 

going to be about or has been about.  

Wide Shot: This is usually when the camera is all the way zoomed 

out. It gives the viewer an overview of the event you are shooting at.  

Medium Shot: This is when the camera is zoomed in a little bit, so 

the viewer can get a better view of what is going on inside your 

event.  

Close Up Shot: This is when your camera is zoomed in on a specific 

object or detail that you may not be able to see in a wide or medium 

shot.  

Extreme Close Up Shot: This is when your camera is zoomed in quite 

a lot and it exposes the very minor details that are hard to detect in 

any of the other shots.  

 

Together, all of these shots form a sequence of events, which in turn 

can create a well-put together story that flows. You want to make 

sure that all of these shots are equally distributed throughout your 
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story and the story shouldn’t be over powered by just one type of 

shot.  

INTERVIEWS 

 An interview is the most important part of your story. It 

establishes credibility and gives you useful information for your 

story. Filming an interview is very important. You need to make sure 

you take the interviewee to a place that relates to your story. For 

example, if you are going to interview a basketball player, you would 

want to interview them in a gym in front of a basketball hoop. If you 

can help it, you always want the interviewee sitting down. This 

makes them feel much more comfortable while doing the interview, 

which in turn gives you much better sound bites, or parts of the 

interview that you can use.  

Next, you want to make sure they are either sitting on the far 

left side or right side of your shot. You never what them sitting in the 

middle. Also, you never want them looking into the camera. If they 

are sitting on the left side of the shot, you want them to look towards 

the right side and if they are on the right side, you want them to look 

towards the left side of the screen. To do this, you will have to set the 

tripod up and sit on the opposite side of the screen that they are 

sitting on. For example, you if they are sitting on the left side of the 
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screen, you should sit on the right side of the tripod and have the 

interviewee look at you when they are talking. That way, the 

interview will look more natural. You also need to make sure that 

they aren’t looking up at you, so you should sit at the same level as 

them while doing the interview. Sometimes, the microphones don’t 

always work and you could be wasting your interviewee’s time if the 

microphone doesn’t even work. Then, you will need to have them say 

and spell their names and tell them to look at you and to speak in full 

sentences. Finally, you should go into the interview with a few 

questions, but also make up some questions according to their 

answers.  
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The editing stage, is the final stage in creating your story. It is 

the process of putting all of your work together into a cohesive story.  

IMPORTING 

 Importing is the process of putting the clips that you shot on 

your camera on to your computer. The first thing you have to do is 

find the memory card you recorded your shots on. There are about 16 

cards. You have to make sure you put the card you shoot on the sign 

out sheet, so you can come back and look at it later if you need to. 

Then, you need to plug the card reader into the computer and put 

your card into the card reader. Next, you need to open up your story 

in Final Cut, go to File and Log and Transfer. All of you clips should 

show up in the window. Then, you select the shots you want to put 

into your story and push the ‘add selection to queue’ button. They 

will then all transfer as a list into your story. You should always go 

through all of you clips and name them, so you don’t have to spend 

time going through them all and looking for the right shot.  
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FINAL CUT 

 Final Cut is the software we use to edit our stories. When you 

first open up Final Cut, there are 4 windows that pop up. The first 

window that is on the far left is called the browser. The browser is 

where all of your clips go once you import them. When you double 

click your clips in the browser, they will come up in the viewer 

window. In the viewer window, you can watch the clips that you 

shot. Then, once you find a clip that you want, you are able to take it 

and put it into the timeline window. The timeline is where all of your 

clips show up and what you create your story on. When you play the 

timeline, everything on it shows up in the canvas window. The 

canvas will show everything you have on your timeline and will let 

you go back to any part and watch it.  

VOICEOVERS 

 Voiceovers are the part of the story when you talk into a 

microphone and explain the story to the viewers. First, you need to 

get a microphone and plug in into the computer. Make sure the 

button on the base of the voiceover microphone is green by pushing 

it in. Then you need to go to click on tools and then voiceover. Then 

the voiceover window will pop up. You need to make sure that the 
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drop down menus in this window are both on AK350 rather than the 

built in microphone. This will ensure that you are speaking into the 

plugged in microphone and not the microphone on the computer. 

Before you start your voiceover, you should put your playhead on 

your timeline where you want to record. Finally, you have to yell 

“VOICEOVER” to make sure that nobody is talking in the 

background of your voiceover.  

EXPORTING 

 When you are finally done with the story, you need to make 

sure an associate producer and an executive producer check it for any 

errors. When they approve it, you need to export your story. To do 

this, you have to go to file, export and quick time movie. It should 

then export to wherever you saved it to. Then, you have to take the 

orange hard drive and plug it into the computer you are working on. 

Then, you drag your exported story onto the hard drive so the 

producers are able to put the whole show together on another 

computer.  
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 Everything in journalism is based around deadlines. They are a 

very crucial part in WTV. When you are assigned a story, you are 

given a deadline date also. The deadlines are usually a month after 

you pitch your stories. This gives you ample time to get all of your 

scripts, interviews, filming and editing done. There are also interview 

and script deadlines, so the producers know that you are on track. 

You interview deadline is usually a week after pitching and the script 

deadlines are about a week and a half after pitching. The interviews 

are due before the script so you have more information for you to 

write your script around. On the day of your final deadline, your 

story needs to be completed and checked off by 2 producers before 4 

pm. This is especially true in WTV because if students don’t meet 

their deadlines and don’t put there best effort into every story and 

meet every deadline, the production won’t be as good as it could be. 

WTV is a team effort and it is crucial that everyone participates fully 

and gives it their all, for the sake of the production and the team.  

 

 

 


