
Broadcasting Television Handbook 2015-2016 

 

 
Welcome from Tracey Kadish 
Coordinator Broadcasting Television and Media & Entertainment 

 
 

Welcome to Mohawk College and most importantly the Broadcasting-Television Communication 
program. The program has a vast history, and has tremendous amount of graduates working in the 
media industry. 

 
As you embark onto the media scene, consider the next three years as an opportunity to learn beside 
broadcast professionals of the past, present and future. 

 
Consider the faculty as managers and you as an employee. Although you won’t be paid for your 
endeavors here at the college, you will in essence be paid through earning marks as you progress 
through the program. 

 
The expectations of you are high and you are expected to act in a professional manner at all times and 
whether you are on-campus and off-campus, you are representing both Mohawk College and yourself. 

 
Appropriate dress and behaviour are the signs of being broadcast professional ready to enter the field of 
television employment. When you represent the college at broadcast events you will be required to 
wear a department branded shirt so that you can be identified on location. We trust that at all times you 
will act in a professional manner. Please refer to the Student Code of Conduct for further information. 

 
Your professors are here to help you succeed. If you are experiencing any difficulties, please speak with 
Susan Peniuk, Student Success Advisor, your faculty or go to Counselling Services. 

 
Since promptness is an industry standard, you are expected to be on time for all classes and all 
assignments must be turned in by the submission dates set out by your professors. 

 
Please review the student handbook and should you require any further explanation, ask your faculty, or 
the coordinator. 

 
Enjoy your years at Mohawk College. It may seem a long way away, but your Graduation Day is not 
really that far off. 

 
Sincerely, 
Tracey Kadish 



BROADCASTING  TELEVISION TEAM 
Email Communication 

All students have a Mohawk College email account. 
It’s best to set-up your electronic devices to receive your college email. 

We will not reply to non-college email accounts. 
 
 

Tracey Kadish, Coordinator/ Professor 
Room F108T tracey.kadish@mohawkcollege.ca 
(905) 575-1212 ext.3755 

 
Patrick Hanson, Professor 
Room F108Y patrick.hanson@mohawkcollege.ca 
(905) 575-1212 ext.3175 

 
Joseph Mamone, Professor 
Room F108Z joseph.mamone@mohawkcollege.ca 
(905) 575-1212 ext.3496 

 
Peter Maurin, Professor 
Room F108W peter.maurin@mohawkcollege.ca 
(905) 575-1212 ext. 3015 

 
Atul Rao, Professor 
Room F108U atul.rao@mohawkcollege.ca 
(905) 575-1212 ext. 3170 

 
Ross Shimmon, Professor 
Room F008 ross.shimmon@mohawkcollege.ca 
(905) 575-1212 ext. 3235 

 
Brian Willrich, Professor 
Room F108W brian.willrich1@mohawkcollege.ca 
(905) 575-1212 ext. 3769 

 

Jim Killgore Professor (Part-time) 
jim.killgore@mohawkcollege.ca 

 

Jennifer Howe Professor (Part-time) 
jennifer.howe@mohawkcollege.ca 

 

Kevin DaSilva Professor (Part-time) 
kevin.dasilva@mohawkcollege.ca 

 

Craig Hogg, Technologist 
F108 L– Equipment Room mediaequip.room@mohawkcollege.ca 
(905) 575-1212 ext. 2108 
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Bruce Ross, Technician 
F108L– Equipment Room 
mediaequip.room@mohawkcollege.ca  
(905)575-1212 ext. 2108 

 
  Steve Mikalauskas, Technician 

F08A Broadcast Maintenance Office Steve.mikalauskas@mohawkcollege.ca 
(905) 575-1212 ext.3470 

 
Ashley Wood 
Support Officer 
F108F ashley.wood@mohawkcollege.ca 
(905)575-1212 ext. 2045 

 
Susan Peniuk 
Student Success Advisor 
F172J susan.peniuk@mohawkcollege.ca 
(905) 575-1212 ext. 2733 
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PROMOTION, CREDITS, EXEMPTIONS, APPEALS 
 
It is the student's responsibility to make sure he or she is registered in the appropriate courses in all 
levels of the programs and to be certain of having the necessary requirements to be eligible for 
graduation. 

 
BACKGROUND 
Mohawk College is committed to a consistent, equitable and transparent process that facilitates 
students’ progression through their chosen Program of Studies to graduation. College policies and 
procedures related to progression and promotion have been developed in accordance with the 
Mohawk commitment to excellence and the requirements of the Ministry of Training, Colleges and 
Universities. Mohawk College Corporate Policy regarding “Program Promotion and Graduation 
Requirements is Policy Number AC700. 

 
Weighted Grade Point Average (GPA): A representation of student achievement that is calculated 
using  the  following formula: 
The sum  of  the percentage grades  multiplied  by  the credit value and  divided  by  the sum  of the 
credits for the courses taken as defined by the Program of Studies. Courses for which no numeric 
grade is assigned (e.g. E, CR, AU, and R) are not considered in the calculation of the Weighted GPA. 

 
Pass Level Effective Fall 2009, a minimum passing grade of 50% applies for all courses offered at 
the College. 

 
Advancement from One Semester to the   Next 
Promotion with Good Standing: Students will be allowed to progress from one semester to the 
next with attainment of a minimum Weighted GPA greater than or equal to 60% (semester 
promotion grade) with no failures. Course registration is subject to course prerequisites. Courses 
prerequisites are listed at the end of this booklet. 

 
Promotion with Advice: This situation applies to students who achieve a Weighted GPA greater  than 
or  equal to 50%,  with no more than one failure. Provided  that prerequisites  are met, students    in this 
situation may continue into the next term, but are strongly encouraged to seek academic advice from 
a Program Coordinator, Student Success Advisor and/or Counselor to help them enhance their 
academic  performance.  Students  need  to  recognize that  one failure has  the potential to compromise 
progression from one semester to the next, and successive occurrences  may  prohibit the student 
from achieving graduation status  within  the  timelines  prescribed  by  the Program  of Studies. 

 
Probation: Students who achieve a Weighted GPA greater than or equal to 50% with more than one 
failure will not be promoted. These students may be allowed to progress to the next term with 
special  authorization  through  the  mandatory  academic advisement process.  Students  in  this 
category must meet with  a Program  Coordinator or Student Success Advisor to discuss their    
academic future. Referral to a Counselor may follow, if appropriate. 

 
Students in this category who have identified with Disability Services and have a Confidential 
Academic Accommodation Plan must meet with their Disability Services Case Manager. 



Compulsory Withdrawal: Students with a Weighted GPA less than 50 will be required to leave the 
program. It is strongly recommended that students in this situation seek advisement to explore 
opportunities for continuing study at the College. 

 
Requirements for Graduation An overall minimum weighted GPA of 60% is required to 
graduate. Where courses have been repeated, the highest course mark will be used in the 
calculation. Exceptions to these graduation requirements require the approval of the Grading 
and Promotion Standards Committee. 

 

Timelines for Graduation: To be eligible for graduation, students are expected to demonstrate 
mastery of current competencies outlined in the Program of Studies applicable at the time of 
graduation. Mohawk College does not permit backdating of diplomas. 
In cases where study has been  interrupted  for one or more years, the College may require a  student  to 
repeat a subject area. Generally, most courses will be considered current if they have been completed 
within  the  past 5 years. 

 
Note: 

1. Students may participate on field placements after their first year of study providing they 
are in  good academic  standing. 

2. Students will not be allowed to go on field placement if they have ANY non-achieved 
courses. The student must pick up all non-achieved courses before going on field 
placement. 

3. A student who has been a compulsory withdrawal twice will not be allowed to re-enter the 
program 

 
Exemptions 
Exemptions from a course may be granted to a student, who can show successful completion of 
work of at least the same level and scope as defined by the course's objectives, or who has 
successfully completed a prescribed exemption test(s); in some cases, students with post-secondary 
credits  may  apply  for  exemptions  for  general  education  courses.  Application  for  exemption 
normally must be made not later than four weeks following the start of the semester; the work of 
the course from which exemption is sought should be begun and continued until written 
notification of exemption, in writing is received. 

 
Academic Appeals: 
The first step is to discuss the grade with the course instructor. Communications Media procedures 
conform to the College's Academic Appeals procedures (see Mocomotion - Student Policies link 
http://studentpolicies.mohawkcollege.ca 

 

Academic Integrity in Media & Entertainment 
As a Media & Entertainment Student, in addition to having passion for your work, you are also 
expected to have academic integrity. This means that you aim for honesty and fairness in all aspects 
of academic life: classes, assignments, tests, papers, projects, and relationships with students and 
faculty. 

 
A major element of academic integrity is plagiarism. Plagiarism is also referred to as academic dishonesty. 
Mohawk College defines this as “a conscious and deliberate attempt to obtain academic credit 
through deception and/or fraudulent means.” With the advent of the Internet, many colleges and 
universities have begun to use “anti plagiarism” software (i.e. “Turn It In”) to help them detect academic 
dishonesty. Academic dishonesty includes any students who “cuts and pastes” material directly from 
the Internet into their assignments. 

http://studentpolicies.mohawkcollege.ca/


Examples of academic dishonesty in Media Studies include, but are not limited to, the following: 
 
Examinations, Tests & Projects 
Copying from another student, or permitting another student to copy material; 
Submitting a take-home examination completed by someone else; 
Obtaining through theft, bribery, collusion, or purchase an examination or test paper in advance of the 
date and time for writing of the examination or test; 
Unauthorized possession of an examination or test in advance of the date and time for writing of 
the examination or test, however obtained, unless the student reports the matter to an appropriate 
source as soon as possible after receiving the copy; 
Impersonating a candidate or allowing someone to impersonate you during an examination or test. 
Unauthorized transfer of one or more files or part of the data contained within a file; 
Unauthorized use of another's identification and password; use of computing facilities to interfere 
with, or alter the work of another student, faculty member, or College staff member. This includes 
quizzes on eLearn. 

 
Taking credit for a group project where there wasn’t a collaborative effort on the part of one or more 
individuals. In other words, where one or more individuals made no contribution to the project that they 
claim credit for. 

 

ASSIGNMENTS AND ESSAYS 
Submission of an essay or assignment written, in whole or in part, by someone else as one's own 
work; Preparation of  an  essay  or assignment  for  submission  by  another  student;  Copying  an  essay 
or assignment or permitting one's work to be copied; Buying or selling of essays or assignments; 
Submitting for credit any academic work for which credit has been previously obtained or is being 
sought in another course or program of study without the knowledge and approval of the faculty 
member to whom the work is submitted. 

 
PENALTIES FOR ACADEMIC DISHONESTY 

Issuing a verbal reprimand or warning when there is a strong suspicion of academic misconduct, 
which cannot  be proved conclusively. 

 
Assignment of a grade of zero "0" for the assignment, test or examination with no opportunity to 
resubmit. Depending on the proportion of the final grade for the course, the assignment, test or 
examination makes up; this could result in a failing grade being issued for the course. 

 
Assignment of a failing grade reflected on transcript for the course in which the offence was 
committed. 

 
Suspension from the College, for a period not less than the end of the semester/intake in which the 
student is enrolled, nor longer than one full year. This penalty will result in automatic failures reflected 
on transcripts for all courses in which the student is registered, and no fees will be refunded for that 
semester/intake. Students who have  been  suspended  from  the  College  as  the result of academic 
dishonesty must apply for readmission subject to  the  conditions  which  are  in effect for students who 
reapply following unsatisfactory performance. 
Expulsion from the College. This penalty will result in automatic failures reflected on transcript for  all 
courses in which the student  is  registered,  and  no  fees  will  be  refunded.  Students  who  have been 
expelled from the College as a result of academic dishonesty will not be allowed to reapply or be 
readmitted to any Mohawk College program or course for a period of not less than 3 years. 
Reapplication to the College will be reviewed on a case by case basis. 



STUDENTS’ RIGHTS, RESPONSIBITIES, & CONDUCT 
A complete description of Mohawk College Students’ Rights, Responsibilities & Conduct is available 
online at http://studentpolicies.mohawkcollege.ca. You are expected to have read these guidelines 
and adhere to them during your  time here at Mohawk  College. 

 
ELECTRONIC DEVICES IN THE CLASSROOM/PRODUCTION FACILITIES 
Use by students laptops, cellular telephones, cell-phones and portable recording devices are allowed 
in the classrooms. If there is an industry guest in the classroom then all devices will need to turn off 
in order that your complete attention is directed to the guest.  Disrespect to the academic lecturer 
or lab  environment while utilizing  the devices will result  in  the  student  being  removed  from  the 
learning  environment.  In order  for the student to reinstated the student will need  to  book  a  meeting  
with  the academic  coordinator and the case  will be  reviewed prior  to re-entry. 

 

FIELD PLACEMENT (WORK EXPERIENCE) 
Students cannot participate in their field placement until ALL courses are passed or the student is 
in the process of retaking the missed courses. Any student who completes an early field placement 
will NOT be granted a credit until they have successfully completed all courses and the field 
placement course is paid for. 

 
Practical experience in the work place is a mandatory component of all Media & Entertainment 
programs. The Program of Studies will include Field Placement as a separate course (with its own 
course number); successful completion will be indicated in a student's transcript with a Required (R) 
designation. 

 
Upon successful completion of all required courses in levels 1, 2 and 3, the Field Placement credit can 
be acquired in the following ways: 

 
Completion of a field placement in an approved media workplace within the framework  of  an  academic 
seven-week semester in Level Three Accumulated experience obtained through part-time work (paid 
or unpaid)  in an  approved  media workplace.  Students are to complete the Student Profile for the 
placement and that form is located at this link: Student Profile 

 
Summer or other continuous (paid or unpaid) work in an approved media workplace during the  time 
period a  student is  registered as  a  Media &  Entertainment  student at Mohawk College 
Prior learning assessment, in which the Field Placement credit is given for past experience in an 
approved media workplace. Experience gained  in  an  approved  media  workplace  after  completing the 
academic  requirements at  Mohawk College  within a specified  time period prior to    graduation. 

 
Students who do not complete their field placements by the end of the Final Semester, will be given 
an Incomplete(I) and will have until the end of the next Semester (December) to complete it. If not 
complete by that date the Incomplete grade will become  a  Failing  Grade.  After  that  point,  a  student 
wishing to complete a field placement will be charged the full course fee of 7 weeks. 

 
Definitions 
Approved media workplace: Licensed television station, cable television, pay or specialty service television 
company, cable television station, audio/television/film production/post-production company, media 
sales department or other designated workplace. An approved media workplace is at the discretion 
of the Television Program Coordinator. 

 
The time frame for the Field Placement credit will be based on a seven-week academic semester, 
equivalent to seven 35-hour weeks of approved practical experience in an approved media workplace. 

http://studentpolicies.mohawkcollege.ca/


 
Evaluation of Field Placement will be based on a standard set of criteria, including hours worked in 
the approved media workplace, duties performed, supporting evaluations from employers, self- 
evaluation by the student.   
 

 
Additional Costs 
 
Students may be required to purchase a package of Media & Entertainment learning materials and 
should be prepared to pay travel and living costs during an away-from-home seven-week field  placement 
in their  final year. Other  expenses can be expected  to cover textbooks and supplies, such  as a portable 
hard drive, DVD’s, CD’s, and certain photocopying  and  printing  costs.  There may  be travel costs related 
to required field trips and off-campus assignments. 
A Mohawk Media branded shirt is a requirement on all productions and external video workshops 
outside and inside the college. The shirts are available for order in the campus store for a reasonable 
cost. The shirts are to be worn on location/ mobiles/ or broadcast media events that you are assigned 
to. Technically they are your crew uniform shirt. 

 
 

ASSIGNMENTS AND TESTING 

Written Assignments & Projects 
All work in any course delivered by faculty within the Media & Entertainment department, which is 
prepared outside the classroom, must be handed in to the instructor on or before the designated 
submission date. The standard submission date/time is Saturday morning by 8:00am or unless 
otherwise specified by  the professor  teaching  the course. 

 
 Late submissions after the deadline will be graded “zero” 

 

All project submissions must meet the standards and format as outlined by the course instructor. 
Video submissions must be clearly & professionally labelled and  contain  a slate  at  the head  end  of the 
project. Project labels and slates shall include PROJECT TITLE, NAMES AND SECTION # OF THE PROJECT 
GROUP, TOTAL RUNNING TIME AND THE DATE OF THE PRODUCTION. 

 
The head end of all video projects will contain 10 sec of black & no audio followed by 30 seconds of 
Bars and Tone, followed by a 30 second slate, followed by  10  seconds  of black  and no  audio  and  then 
the first audio and video of the project. Failure to meet the submission standards for any assignment 
will  be graded  “zero”. 

 
Written Tests 
Students must arrive on time for all testing which are evaluated (e.g. television productions, 
newscasts) in courses delivered by instructors in the Media Studies department. Late arrivals will be 
penalized as follows: 

 
1-15 minutes late 
The student will be permitted to take the test but must complete it within the time frame originally 
set for the test. For example, if a practical test is scheduled to be completed within 20 minutes, a 
student who arrives 10 minutes late will have only 10 minutes. 
More than 15 minutes late 
The student will NOT be permitted to take the test (in some situations there will be no admittance 
to the testing room) and will receive a "0" (numerical grade) or "F" (letter grade). 



EVALUATED PRACTICAL TESTS/ DAILY WORK ASSIGNMENTS 
Students must arrive on time for all practical work projects for which there is an evaluation (e.g. 
television productions, newscasts, operational tests). If late, the student will not receive a mark. 
Depending upon the situation, the instructor may require the student to complete the assigned task 
as part of the over-all course requirement or may not allow the student to participate. 

 
 

ILLNESS 
If a student cannot attend a test or turn in an assignment on a due date due to illness, the professor 
in charge must be notified in advance via phone or email. Failure to do so results in a zero.  A Doctor’s  
Certificate  will  be required. 

 
 

ENGLISH STANDARDS 
All written assignments and projects are to meet the standard of English required within the 
appropriate field of employment. If work submitted does not meet the required standard in the judgment 
of the course instructor, it will not be graded until the  appropriate  level  of  English  has been met. This 
applies to email communication as well. Also with  respect  to  email  communications, spelling errors 
or text format communication will  not  be  read  or  responded  to.  They will be sent back to the sender 
for correction. 
 

BORROWING EQUIPMENT & BOOKING FACILITIES 

Mohawk Media facilities (Cameras, Microphones, Recording Devices, Cabling and Lighting) are 
expensive and costly to maintain not to mention vital to your program of studies. Every effort is 
made to keep them up to date and well maintained. An important aspect of this process is the care 
you exercise when transporting and using these facilities in the field. Equipment is not to be used 
for personal projects. 
Please follow the following Department Policies: 

1. Make yourself aware of all Media & Entertainment policies regarding the borrowing of 
Media Facilities by reading the Student Handbook for your Program of Studies. 

2. When picking up your gear check it over carefully (test) to make sure that you have 
received the facilities that you had booked and that they are in good working order. 

3. Take care carrying and using these facilities. Never leave them unattended such as in a 
car over night. If you are unsure of  correct operating procedures, consult your faculty  
prior to the booking of the facilities. Check lists have been provided in most equipment 
bags. 

4. Report any facility faults that occur during your project (forms are available). 
5. Return the gear on time. It will be checked over by the staff in the Equipment Room. 

 
Note:   You are responsible to  return  all facilities in good  working order.   Damaged or loss of  
facilities will be repaired or replaced and charged back to the student who made the initial    
booking. This would include such occurrences as a camera that falls from a tripod or a microphone 
that is lost. When damage occurs you must fill out a fault report and include how and under what 
circumstances the equipment was damaged. It is important for the engineers to understand how 
the fault occurred to correctly assess the problem. Fault reports and equipment are to be handled 
through staff in the Resources Centre. Staff may then advise a student to see an engineer in 
maintenance (F08A) for further consultation. 

 
 



Students must provide staff with a valid student ID card, know their section number, a local contact 
phone number (cell phone preferable), and a valid Mocomotion college e-mail address. This 
information is only used by staff to inform the student in the event of a booking conflict or if  
equipment returns are past due. Once a student has registered, is on file, and is in good standing 
with the Resource Centre,  equipment and facilities  in  the Media &  Entertainment department  (e.g. 
TV edit suites, cameras) can then be booked out. It is important to remember that college facilities  
must be used only for practice or class projects. The use of facilities after hours and on weekends is 

  a privilege, not a right.  
 
EQUIPMENT IS NOT FOR USE FOR ANY PERSONAL REASON WHATSOEVER. USAGE OF  EQUIPMENT 
FOR PERSONAL REASONS MEANS EXPLULSION FROM THE PROGRAM. 

 
All equipment and facilities must be booked in advance on a first-come, first-served basis with the 
Equipment room Technologist, Craig Hogg, Mark Wilson or other staff  members  in  the  Equipment room. 
All bookings must be made in person (excluding TV Cameras) with a valid student ID card. A minimum of 
30 minutes advance notice (including a properly filled out booking sheet) is required  for all camera 
bookings. Paperwork for studio productions should be filled out at least a day in advance. For booking 
edit suites and labs there is no advance notice required. It is  advisable  to pre-book days in advance for 
projects considering the number of students and the demands on equipment and facilities. The student 
is responsible  for writing  down  and  keeping  track  of  bookings made when it is booked with 
Equipment Room staff. 

 
Students must completely fill out their own booking sheets (available in the Equipment room) for 
equipment and must personally book facilities and equipment using their student ID card. All 
transactions in Media & Entertainment require a valid student ID card at the time of booking. After- 
hours availability will be posted on the Resource Centre door and computer lab doors during the 
semester. 

 
Equipment must be returned on or before the due date and time. No equipment or facilities will be 
loaned to a student with a record of overdue equipment. If no previous notice is  given  (either  by  phone 
or in person) to Resource Centre staff to cancel or change a booking time, after 10 minutes (grace 
period) from the start of your allotted  time, your booking  may be cancelled.   The next person   to walk 
in the door can take over your subsequent time and equipment for the duration of your booking. A 
record of the incident will be forwarded to the faculty member in charge of that project and repeated 
infractions may result in booking and / or after-hours privileges being revoked after consultation with 
faculty. 
 

 
Penalties 
Equipment returned on the same day one hour late or more (with no prior notification to Resource 
Centre staff) will have a 20% penalty assigned to the project; a 40% penalty will be assigned if equipment 
is returned on the next (second) day; if equipment is returned after the second day, the student will  
receive no marks  for the project. 

 
Limits (amount of time) may apply to individual or group bookings depending on guidelines outlined 
by the course instructor and/or the overall demands on the system. 

 
Food or beverages are not allowed in the department or any computer labs at any time unless authorized 
by the coordinator. These prohibitions will be strictly enforced. Any person, who is observed 
consuming food or beverages, will be asked by faculty or staff to leave the department immediately.



No guests are allowed to be in the  Broadcast  Television  and  Communications  Media  Department 
after hours without permission of the program co-ordinator. Unauthorized guests may be asked to 
leave the department. 

 

GROUP PROJECTS 

The basis for the structure of your group work in Television is based on Walvoord’s 
(1986) guidelines for group work and academic integrity.  For example: 
You may choose your group, but you may work in groups of no more than 3-4, subject to faculty 
approval.  Group work is a requirement of the Broadcasting Television program, and students do not 
have the right to opt out of the assignment,  command or redefine the faculty’s lesson to suit their 
personal needs.  Regardless of academic accommodations students are to work effectively with 
others and at no time are they act in a condescending manner towards their peers.  Should any acts 
of unkindness, condescending remarks,  bullying or lack of professionalism be acted out or 
demonstrated the student will be removed from the group work assignment and they will receive a 
zero grade. 

 
Your group must also decide on: 

1. division of labour 
2. rules of conduct, including rules concerning dealing with uncooperative members. 

 
This last item is usually handled this way. If, by majority vote, members of a group feel another 
group member is not doing what was expected of them they can: 

 
1. Inform that person in writing of their feelings. Warn them that they will be asked to leave 

the group if they don’t start carrying their weight. Give the instructor a copy of the letter. A 
meeting with the instructor will be scheduled to discuss the issue 

2. If, after receiving the letter, the group still feels the group member is uncooperative, they 
inform that person in writing that they are being “fired.” Give the instructor a copy of the 
letter. A meeting will be set up with all members of the group and the instructor to  deal  
with the situation. The uncooperative group member will have a chance to persuade the 
group  to reconsider. 

3. If the group does not reconsider, the member is dropped from the group and has two 
options. She/he must convince another group to let him/her join or  take a failing  grade in 
the project. 

4. It’s strongly recommended that the group maintain a log sheet detailing, meetings held, 
attendance,  and  work allocation. 

 

SECTION BLOCKS 

Once a section block has been selected in Year 1, Semester 1, that essentially will be your section 
throughout the semester of Broadcasting Television. It is recommended that students enroll in the same 
section block with each registration.   

 
Closing Notes: 
The faculty of Broadcasting Television wish you much success in the program. Should you need any 
assistance please don’t hesitate to speak with anyone us. Enjoy your journey! 

   
Sincerely, 
The Broadcasting Television Program Faculty and Staff
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	Academic Appeals:
	The first step is to discuss the grade with the course instructor. Communications Media procedures conform to the College's Academic Appeals procedures (see Mocomotion - Student Policies link http://studentpolicies.mohawkcollege.ca
	Copying from another student, or permitting another student to copy material; Submitting a take-home examination completed by someone else;


	Unauthorized possession of an examination or test in advance of the date and time for writing of
	the examination or test, however obtained, unless the student reports the matter to an appropriate source as soon as possible after receiving the copy;

	Unauthorized use of another's identification and password; use of computing facilities to interfere
	with, or alter the work of another student, faculty member, or College staff member. This includes quizzes on eLearn.

	PENALTIES FOR ACADEMIC DISHONESTY
	Assignment of a failing grade reflected on transcript for the course in which the offence was committed.

	STUDENTS’ RIGHTS, RESPONSIBITIES, & CONDUCT
	ELECTRONIC DEVICES IN THE CLASSROOM/PRODUCTION FACILITIES

	FIELD PLACEMENT (WORK EXPERIENCE)
	Upon successful completion of all required courses in levels 1, 2 and 3, the Field Placement credit can be acquired in the following ways:
	Additional Costs
	A Mohawk Media branded shirt is a requirement on all productions and external video workshops
	outside and inside the college. The shirts are available for order in the campus store for a reasonable cost. The shirts are to be worn on location/ mobiles/ or broadcast media events that you are assigned to. Technically they are your crew uniform sh...


	Late submissions after the deadline will be graded “zero”
	Written Tests
	Students must arrive on time for all testing which are evaluated (e.g. television productions, newscasts) in courses delivered by instructors in the Media Studies department. Late arrivals will be penalized as follows:


	BORROWING EQUIPMENT & BOOKING FACILITIES
	Please follow the following Department Policies:
	1. Make yourself aware of all Media & Entertainment policies regarding the borrowing of Media Facilities by reading the Student Handbook for your Program of Studies.

	4. Report any facility faults that occur during your project (forms are available).
	5. Return the gear on time. It will be checked over by the staff in the Equipment Room.

	Penalties
	Limits (amount of time) may apply to individual or group bookings depending on guidelines outlined by the course instructor and/or the overall demands on the system.


	GROUP PROJECTS
	The basis for the structure of your group work in Television is based on Walvoord’s (1986) guidelines for group work and academic integrity.  For example:
	2. rules of conduct, including rules concerning dealing with uncooperative members.
	1. Inform that person in writing of their feelings. Warn them that they will be asked to leave the group if they don’t start carrying their weight. Give the instructor a copy of the letter. A meeting with the instructor will be scheduled to discuss th...
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