
TELEVISION PRODUCTION 1 
CLASS SYLLABUS 
INSTRUCTOR - Matthew Cartland 

Email - Matt.Cartland@yourcharlotteschools.net 

Room - 01-137 

MATERIALS REQUIRED DAILY FOR THIS COURSE: 
 

1. A pair of Personal wired headphones. Airpods and all other 
wireless headphones are not allowed in my class.  

 

2. A writing utensil and a highlighter. 
 

3. A thumb drive or flash drive 
 

 
A. COURSE OBJECTIVES: Through assigned readings, the completion of a 
series of video assignments, and hands-on workshop days, you are expected to 
acquire a thorough understanding of the basic elements involved in producing 
professional audio and visual pieces through the preproduction, production, and 
postproduction process. Our main guide through the course will be 
BrainBuffet.com and Gmetrix. Topics covered will include the following areas: 

 
1. Time Management and Goal Setting 
2. The different tasks and skills associated with making a career in the 

Television Production Industry 
3. Learning to utilize the video editing program Adobe Premiere Pro and the 

photo editing program Adobe Photoshop *** TAKE, and PASS, the Adobe 
Premiere Pro and Photoshop Industry Certification Exams*** 

4. Studio and Remote filming 
5. Blocking, Props, Set Dressing, and Scenery 
6. Production Staging and Directing 
7. Working with Clients and identifying a target audience 
8. Electronic Special Effects 



B. *SOFTWARE CERTIFICATION: All TV Production students will be 
learning and training on Adobe Photoshop and Premiere Pro CC editing software 
on our iMac computers throughout the year. There will be online tutorial programs 
to assist in your learning how to operate this editing software. 

 
This Adobe Premiere Pro Certified Associate industry certification is a tremendous 
asset for TV Production students looking to continue to pursue courses and careers 
in this field! 

 
One of the most important aspects of this course is to provide an opportunity for 
you to create a variety of photo and video productions, allowing you to express 
personal creativity while developing the ability to conceptualize story ideas and 
effectively translate these ideas into video productions. This class is geared for you 
to be successful... (you may RETAKE most quizzes 2 times to improve your 
grade.) Also, most quizzes and reviews for the certification test will be posted on 
Quizlet.com. This will provide students with more than enough resources to pass 
the certification exam. However, merely being successful is NOT enough... Be 
significant; Be helpful; and Have a purpose. 

 
C. BELL WORK: Everyday will begin with bell work. You will find the bell 
work on Canvas. Bell work should be started before the bell rings. Most bell work 
will involve starting a task so that we can get class started faster. Other times the 
bell work may be to answer a question, fill out a form, or perform computer 
operations. 

 
Daily Bell work in TV Production is REQUIRED, and graded. 

 
D. TECHNICAL PROBLEMS: Problems with video and audio equipment are a 
common occurrence in any broadcast or video production facility. However, 
"technical problems" are actually very often "operator problems." If you 
encounter such problems, you will need to contact Mr. Cartland immediately 
and trouble shoot these issues. When a project is shown to the class, it will be 
determined if the nature of the problem was (1) totally beyond your control, (2) the 
result of not fully understanding the equipment or its operation, or (3) potentially 
salvageable by employing a simple alternate approach (e.g., using a different 
camcorder, or using the built in mike instead of the hand-held mike, etc.). 

 
Most camcorder problems can be discovered by doing a short “audio and 
video check” before leaving the equipment check-out area. This also protects 
you. Because YOU are responsible for equipment, this “audio/video check” 



procedure will uncover problems for which you might otherwise have been held 
responsible. All projects are to be edited on school computers. 

 
E. EQUIPMENT RESPONSIBILITY: When you check out equipment you are 
legally responsible for that equipment until you check it back in. Considering the 
cost of this equipment, you should never loan it to other students, or leave it in a 
place that has questionable security. (The latter might even include your 
backpack, house or car.) If you have a camcorder or GoPro camera of your own, 
(or even most smart phones), you are invited to use it. This will save you problems 
in checking out our “limited” school equipment. 

 
F. RULES AND REGULATIONS: The CCPS Student Code of Conduct will be 
the primary guide to classroom rules and regulations. 

 
Cellphones are strictly prohibited in class unless instructed otherwise. On occasion you will 
be allowed to access your phone to acquire materials to edit with, but in all other cases, your 
cellphones are to be silenced and kept in your backpacks. 
 
Here are some other TV Class Rules: 

 
1. Use common courtesy. 
2. EVERYDAY, (without teacher direction), students are to go directly to their 

assigned seat, be seated, open Canvas and BEGIN their daily BELLWORK 
assignment. 

3. When you enter the room, hats, cell phones, iPods, headphones, and all 
portable electronic devices, (PEDs), should be put away and OUT OF 
SIGHT. (Specific exceptions to this rule, and “permitted” times to use 
PED’s will be announced by the instructor on certain days.) Otherwise, all 
PED’s and headphones must be stowed away, OUT OF SIGHT. 

4. Follow all rules and directions the FIRST time given. 
5. Raise your hand and wait for permission to speak or leave your seat. 
6. Keep your hands, feet and personal objects to yourself. 
7. No cussing or teasing. 
8. NO sleeping. Keep your head up and eyes on the instructor when he is 

speaking. 
9. Do NOT leave your seat and stand by the door in anticipation of the bell. 

Stay in your seat until the instructor dismisses you. 
10. NO FOOD or drinks in classroom area beyond the orange line on the floor. 

They must be left on top of the file cabinet in the front of the room 



G. IMPORTANT SCHOOL AND CLASS POLICIES: Refer to your CCPS 
Student Code of Conduct for District and school wide attendance procedures. 
Unexcused absences may result in a 30% reduction in the grade of any assignment 
or quiz which is made up from that absence. 

 
Your high school SEMESTER AVERAGE will be calculated with the following 
formula: 35% of Qtr 1 Grade + 35% of Qtr. 2 Grade + 30% of Semester Exam = 
Semester Average for transcripts. 
(The Semester Exam is very important to your overall semester grade.) 

 
Being tardy to class is unacceptable. You must be in your seat and working on the 
daily “Bell work Board- Prompt" when the tardy bell rings. Besides grade 
penalties, excessive unexcused tardies, (beyond 5), may also result in “in-school,” 
and “after school,” detentions, loss of parking privileges, and possibly "Saturday 
school" detentions. (See your CCPS Code of Conduct booklet for details.) 

 
Using the Bathroom: You MUST adhere to the 20/10 rule. (No restroom passes 
during the first 20, or last 10 minutes of class.) In the event that you find you do 
need to use the restroom during the allotted timeframe, you must first get the 
instructor’s permission, and then, if he agrees, use the chrome book in the front of 
the class to sign out and grab a bathroom pass. Plan to use the restroom 
BETWEEN classes, however, be prudent... Anyone late without a pass is Tardy. 

 
Our SCHOOL POLICY is NO PHONES or HEADPHONES are allowed 
OUT in class. They must be PUT AWAY, OUT OF SIGHT, in backpacks or 
bags, AWAY from REACH. 

 
H. ACADEMIC HONESTY: It is expected that students will use genuine, 
sincere, and fair means for the accomplishment of the tests, tasks, or projects from 
which evaluations of progress shall be determined. Students found plagiarizing, 
copying or cheating in any way will receive automatic zeros and have phone calls 
made to their parents. In addition, a write-up of the incident will be given to the 
student's counselor. Flagrant and/or repeated offenses could result in a failing 
grade for the ENTIRE SEMESTER, depending on the nature of the incident. 
Students found plagiarizing, copying or cheating will also not proceed to higher 
levels of TV Production at this school. 

 
I. OTHER GRADING POLICIES: Students should check their grades online 
DAILY by logging into the FOCUS program. Make-up tests, as a result of excused 
absences, will be given during the regular class hour when possible, at lunchtime, 
or before or after school by appointment. IT IS THE STUDENT'S 



RESPONSIBILITY TO MAKE THE APPOINTMENT FOR MAKE-UPS. 
The make-up test given may, or may not, be “exactly” the same test missed, but it 
will cover the same material. All other make-up work is also the responsibility of 
the student. Because this course is not graded on any curve, it will be to your 
benefit to form study groups and provide basic production assistance to other class 
members. 

 
With the large number of students in this program, and the limited space and 
equipment, we must all share and cooperate to be successful. (This includes 
following procedures, and immediately making the teacher aware if any equipment 
or areas are not kept in perfect condition.) Also, NO illegal, inappropriate, or 
unethical material should EVER be brought into, viewed, or listened to, in this 
class. Doing so could result in immediate failure and removal from the class. 

 
Do your best, cooperate, follow all directions, and we’ll have a great year! 

 
Formative assessments (tests & quizes) will comprise 20% of the total grade, 
bellwork will comprise 20%, and daily classwork will comprise the last 60% 
of the total grade. 

 
 

Class schedule 
 
The tentative class schedule can be found on Canvas under the syllabus tab. 
Depending on the class success at understanding the material and testing well we 
may move at a faster or slower pace. As schedules change and need to be updated, 
students will be notified in class and can see the updates online. Students, please 
do take into consideration that the sooner you finish passing the adobe certification 
the faster you can get into original video creation and making more open ended 
and creative video projects! Lets have a great year! 


