Suggestions for Televising City Council Meetings—1/22/04

City of Monterey, CA—

Here are some important points to keep in mind:

1) Microphones: We encourage you to turn the microphone OFF when you are not addressing the Mayor, City Councilmembers or the audience. Comments or
side-bar conversations may be heard if the mic is left on. PLEASE REMEMBER to turn the mic back on each time you begin speaking.


2) Presentations: Keep presentations simple and on-point. Be prepared and focused and don’t rush through your material.


3) Display documents: All text displayed through the projector (either on paper or computer) should be readable from about seven feet away. Use 20-point, san serif fonts or larger.


4) Clothing: Avoid wearing brown colors that match the Council Chamber chairs.

1) The camera sees all. Always assume that you are on camera. Even though you may not be speaking, you may be “on air” or in view of the camera.

2) Remember to sit up straight. Good posture projects confidence, but also puts you in the proper position for speaking into the microphone.

3) Avoid bobbing and weaving; avoid making faces, pointing or holding pens/other objects when you are not using them.

4) Clothing

a) Wear clean simple colors. Medium toned solid colors work well. 

b) Do not wear white or pastel colors that are almost white. (These will be too bright for the camera). Avoid clothing with large areas of white, red or dark purple.

c) Avoid wearing a color that matches the Council Chamber chairs.

d) Avoid checks, small stripes and other busy patterns. 

e) Avoid large shiny jewelry or jewelry that dangles.

5) Makeup

Makeup is usually not essential for the Council Chamber lighting.  However, large amounts of rouge can be unflattering since red tends to smear on camera.

6) Avoid talking into the camera. Direct comments and conversation, as usual, to participants in the room. Encourage presenters and speakers to do the same.

7) Speak directly into the front of the microphone from 6 to 10 inches away. Use the mute button when you are not addressing other members or the audience.

8) Keep it simple.

· BE prepared

· BE focused

· BE relaxed

· BE direct

· BE clear

· BE yourself!

City of Monterey

Tips for Presenters at Public Meetings

These tips will help you create a presentation that will be effective in the meeting room and on television.
1. Remember to stay 6 to 10 inches away from the microphone and do not shout. All speakers are required to use a microphone. A lavaliere mic and hand-held mic are available for use.

2. Avoid bobbing and weaving too much or the camera won't be able to follow you.

3. It is preferable for only one person to present at a time. If more than one person needs to be involved in a presentation (for example when a translator is needed) take turns using the microphone.

4. If you hold up an object, hold it up long enough for the camera to get a shot (about 30 seconds to one minute).  

5. If the object or visual is important, mention it verbally so the camera operator knows that they should get the shot.

6. Large posters are not recommended, but if you must use them, display them long enough for the camera to get a shot.

7. The best options for presenting information are computer-based presentations, videotapes or standard-size paper documents displayed using the media cart.

8. Use S-VHS or VHS videotapes. MiniDV and DVD can be used if arrangements are made in advance. Be sure your videotape is the best possible quality, and record at standard speed, with both high and normal audio.

Tips for PowerPoint or other Graphic Presentations

In general, presenters and speakers should tailor their presentation for the benefit of the Council/committee members. The following tips will help you create a graphically interesting presentation that will reproduce well both on the media cart and television.

1. Use san serif fonts (e.g., Arial, Helvetica) unless your text is very large (more than 33 point).

2. Use 20 pt. fonts or larger. Each page should have only 6 talking points or fewer.

3. Avoid thin lines, especially horizontal lines.

4. Avoid highly saturated (dark) colors. Avoid red & purple.

5. Avoid putting important information on the edges of the frame. Keep a 1-inch margin.

6. Keep your design and images simple.

7. The proportions for television are 3:4 height to width. This is approximately the same as an 8 1/2 X 11" sheet of paper turned sideways. Pixel resolution for digital photos should be about 640x480 pixels.

8. Special note for displaying paper documents on ELMO:

· paper documents should be readable from about 7 feet away.

· maintain a space (white space) around the image projected on the screen so that your image is not cut off on the TV screen.

· consider sectioning your text into small chunks that can be read through
in under 60 seconds (with 1.5-line spacing between lines and 2-line spacing between points). And remember more than 18 lines won’t fit on the TV screen, even if you can see them in the Chamber.

· text should measure no more than 6.5 inches across the page

City of Merced, Ca—

We remind them to be civil at all times, to be fair, and to remember that they have no clue as to who may be watching - perhaps some big economic development deal and the proponents want to see inconspicuously what the City is really about - not just the formal Econ Dev "ain't we great" marketing fluff. I also remind them that televising is good because it removes the ability of the local newspaper to set the tone in the community - people watching can draw their own conclusions and not be subjected to editorial slants. But, to be effective, they have to be professional and upbeat about the entire community. 

City of Glendora, CA—

The thing every council member and every staffer needs to remember is that your mic is always live and every utterance is being broadcast to the viewers. Even your under-the-breath comments. Every mic in our council chambers has a “cut-out” button that cuts the sound so that you can mutter/whisper to the guy next to you without being broadcast.

City of Laguna Woods, CA—

Speak into the mike when you want to be heard, but be careful not to speak into the mike when you don’t want to be heard. We don’t have kill switches on our mikes because councilmembers forget to turn them on, but they also chatter and make inappropriate comments that are picked up by the mike.
Sit and act like you are always on camera even when you think you aren’t. Some people think if they are not talking, the camera is not focusing in them. WRONG!
Establish a time limit for audience comments and ask your city attorney to help keep speakers on topic. Televised council meeting often become arenas for public displays that may or may not be appropriate. 
Make staff people watch tapes of meetings they have spoken at – great learning tool.
City of Escondido, CA—

The following are practical tips to remember when facing the camera: 

* Remember that the camera is always on during the meeting. At the appointed meeting time, the cameras are turned on and will be taping the meeting from the opening gavel until the Council adjourns or enters executive session. Expect to be heard on television if you make a comment into your microphone during this time. 

* The camera provides close-up shots of individual Council members as well as staff members and public speakers. However, sometimes individuals can be seen in the background. Always remember that the meeting is being taped and you could appear on TV at any time even though you may not be speaking. If you need to speak to another person at the dais, be sure to first turn off your microphone and avoid interrupting the speaker until he or she is finished. 

* Look at the person to whom you are speaking. Whether you are speaking to another Councilmember or a member of the audience, be sure to look at that person. 

* Always use your microphone. Speak clearly and into the microphone. Do not turn too much to the left or right. The microphone won't pick up your voice and the cameras will only pick up your profile. 

* Avoid unusual mannerisms. It can be distracting to viewers to see mannerisms like tugging on jewelry or a tie, fidgeting in your chair or covering your mouth while you are talking. If you are unaware of your mannerisms review a tape of the meeting. 

* Dress for success. As a basic rule, medium colors such as gray, blue and brown are best. Avoid bright reds or white (white shirt under a jacket is fine). Avoid fabric patterns that "move" * stripes, dots, plaids, or shimmering prints. 

· Accessories should augment your look, not overpower it. Avoid wearing large pieces of jewelry or bright tie clasps or cufflinks, as they can reflect into the camera and be distracting. Regular neckties should be worn in solids or large patterns. Bowties often move when you speak and distract the viewer.

City of San Luis Obispo—

Tips on the Dais

Appearance:

1. Certain colors of clothing present difficulties to the television system, and thus can be distracting to viewers at home.  White causes glare and makes the picture around it appear dark, with loss of detail.  Bright red, purple and orange reproduce poorly on television and can also cause glare problems.  Clothing with fine patterns, such as stripes and grids, can cause a rainbow effect in the picture that is extremely distracting. Good colors for television include blues, greens, browns, grays, and most medium-toned pastels.

2. Shiny objects, like large or dangling jewelry, should be avoided as they reflect light.  

3. Makeup is not essential, but it can add a professional touch.  Matte face power (that matches your skin tone) to prevent excessive glowing is helpful, especially on bald or shaved heads.  For women, regular daily make-up is fine, however large amounts of rouge can be unflattering since red tends to smear on camera.  A good, bright lipstick helps to define the mouth.  Even men may want to consider a lightly tinted lip balm.  

Speaking:  

1. Stay 6-10” away from the microphone.  When the mics are properly adjusted you need not put your mouth right up to them, however, it is important to sit close enough to be heard.  

2. Avoid saying things near a microphone you do not wish heard.  You can pause your mic momentarily if you want to mute a comment, cough or other distraction.  

3. Ask all speakers to come forward to the podium.  Speakers shall direct their comments to the Council/Commission, not the audience.  Discourage people from speaking from the audience.

4. During deliberations, take turns speaking and avoid speaking over one another.  Simple prompts can be very helpful to the camera operator. For example, the presiding officer is encouraged to mention the name of his/her colleague as they are being recognized.   

5. Large hand gestures can be distracting. 

During the meeting:

1. Although the operator will focus on the recognized speaker, there will be times when a wide angle shot is used.  It’s important to realize that your posture and expressions are always subject to being caught on camera.  

2. Certain activities can be distracting and should be avoided during a televised meeting.  This might include snacking or drinking and flipping through papers or mail.  Any thing you’d rather not be caught on camera doing would fall into this category.  

3. If a speaker needs to display an object too large for the document camera, it should be held steady and long enough for the camera to get a good shot of it.  Glance at the screen to be sure that the object is in the shot.

City of Turlock, CA

Speaking clearly into a really good sound system is the best advice we can give. A close second to that is to "disguise" your cameras so that those who speak at your meetings don't "play" to the camera and the home audience. Our cameras are now in remote-controlled ceiling-mounted bubbles, and the behavior of those speaking is markedly different than it used to be with a floor-mounted camera operated by a technician. Best wishes!

City of Greensboro, NC (from website)—

Appearance Tips
Recommendations for Looking Your Best on Television
Studies show viewers judge a person within the first 30 seconds of viewing a program. Following, are a few tips to help you make that impression favorable.
 

CLOTHING
Whether dealing with television or personal appearances, your outfit is NOT what you want people to remember about you.

White shirts reflect too much light, choose a subtle color like light blue or beige.

Choose an outfit that looks good when standing and comfortable when sitting. Remember that cameras are sometimes placed at low levels. Slacks, knee length or longer skirts are recommended over short skirts.

Refrain from wearing distracting trims like large bows or numerous ruffles. Remove pens and eyeglasses from pockets.

Avoid small high contrast patterns or lines, like herringbone, as well as bold checks or plaids. Solid colors with a colorful scarf or tie look good.
 

COLOR
Mild or pastel colors and subtle patterns work best under television lights.

Avoid pure white and black clothing, as they make skin tones appear harsh.

Bright reds and oranges sometimes "bleed" or smear on television; avoid them.
 

ACCESSORIES
Avoid shiny, reflective jewelry; it reflects light and can damage cameras or create a flaring effect.

Choose solid colored accessories or ones with simple patterns that don't appear too busy.

Keep jewelry simple so it does not make noise when you move your head or body.

TIPS FOR TELEVISED MEETINGS

(Adapted from the City of Fullerton's list of "TV Do's and Don'ts")


Whether you are seated at the dais as a member of the Town Council, at the staff table, or are a member of the public making a presentation at the podium, we hope the following tips will assist you in making a good impression when you speak before the camera.

Remember to dress conservatively and simply:

· Navy blue has proven to be the best overall color choice.

· Dark or neutral tones such as gray, brown and blue are the best colors for suits and dresses.

· Light blue, pink or yellow work well for shirts and blouses.

· Especially avoid wearing white as well as clothing that is checked, striped or has a loud pattern.

· Avoid wearing shiny material.

Special tips for men:

· Wear shirts with cuffs under suit jackets.

· Conservative red, burgundy or blue are good color choices for ties.

Special tips for women:

· Avoid heavy or excessive jewelry that will clank.

· Avoid bright jewelry that will reflect light.

· Hair should be pulled back from your face and hairstyles should be kept simple.

(In more formal situations and in front of cameras that project more than just an upper body shot, over-the-calf socks should be worn and open-toe shoes should be avoided.)

When speaking, be careful not to rattle, sort or shift through papers.

Remember to sit up straight in your chair.  Don't swivel back and forth.  Don't drum your fingertips on the desk or podium.  Such movements may be distracting and give the impression that you are nervous.  In addition, leave the microphone in position and do not tap on it as this will cause interference with the AV equipment and is overly loud to those people who are wearing hearing devices.

When standing at the podium:

· Stand with your feet slightly apart.  This minimizes rocking.

· Keep your hands out of your pockets.

· Hand gestures are fine, as long as they are not too elaborate.

· Don't shuffle your feet.

· Don't grab or lean into your microphone.

When making presentations using maps, charts, etc. avoid shiny surfaces whenever possible as these could reflect light.  When using the projector, it is most effective to turn off one or both of the fluorescent lights.  The light switches are located at the public entrance to the Council Chambers and are so marked.



Avoid dangling earrings which can distract viewers.
 

MAKEUP
For Women - foundation and lipstick help to keep you from looking tired or washed out.

Don't wear dark, heavy makeup colors; television tends to create its own natural shadows.

For Men - Shave before appearing if you have "5 o'clock shadow" or use a powder close to your skin color to lessen the appearance of your beard. A light powdering on balding heads can prevent shiny spots as well.
 

BODY LANGUAGE
SMILE - this makes you look confident and comfortable. Avoid nervous fidgeting with pens, glasses, change, etc.

Be aware of your posture. Keep shoulders relaxed and both feet on the floor.

Maintain eye contact with your interviewer. Even if someone else is talking the camera is still on and you may be showing in the shot.

Continue to participate in the conversation by using body language to show your interest. 
 

GRAPHICS AND PROPS
Graphics and/or props can enhance your message but only if they are correctly prepared for television and used properly. Please don't create any graphics or bring any props without first consulting with the television staff. 

Town of Windsor—

TIPS FOR TELEVISED MEETINGS

(Adapted from the City of Fullerton's list of "TV Do's and Don'ts")


Whether you are seated at the dais as a member of the Town Council, at the staff table, or are a member of the public making a presentation at the podium, we hope the following tips will assist you in making a good impression when you speak before the camera.

Remember to dress conservatively and simply:

· Navy blue has proven to be the best overall color choice.

· Dark or neutral tones such as gray, brown and blue are the best colors for suits and dresses.

· Light blue, pink or yellow work well for shirts and blouses.

· Especially avoid wearing white as well as clothing that is checked, striped or has a loud pattern.

· Avoid wearing shiny material.

Special tips for men:

· Wear shirts with cuffs under suit jackets.

· Conservative red, burgundy or blue are good color choices for ties.

Special tips for women:

· Avoid heavy or excessive jewelry that will clank.

· Avoid bright jewelry that will reflect light.

· Hair should be pulled back from your face and hairstyles should be kept simple.

(In more formal situations and in front of cameras that project more than just an upper body shot, over-the-calf socks should be worn and open-toe shoes should be avoided.)

When speaking, be careful not to rattle, sort or shift through papers.

Remember to sit up straight in your chair.  Don't swivel back and forth.  Don't drum your fingertips on the desk or podium.  Such movements may be distracting and give the impression that you are nervous.  In addition, leave the microphone in position and do not tap on it as this will cause interference with the AV equipment and is overly loud to those people who are wearing hearing devices.

When standing at the podium:

· Stand with your feet slightly apart.  This minimizes rocking.

· Keep your hands out of your pockets.

· Hand gestures are fine, as long as they are not too elaborate.

· Don't shuffle your feet.

· Don't grab or lean into your microphone.

When making presentations using maps, charts, etc. avoid shiny surfaces whenever possible as these could reflect light.  When using the projector, it is most effective to turn off one or both of the fluorescent lights.  The light switches are located at the public entrance to the Council Chambers and are so marked.

City of Santa Monica, CA—

1. Generally speaking wearing all white or all black doesn't work well on camera. Hats don't work either because they block your eyes. 

2. Don't wear clothes with busy patterns like tweed or herringbone, they can make the cameras "buzz". 

3. Remember to turn your mic on and off, otherwise you can't be heard when you should be and/or others can hear things you don't want them to. 

4. Be open minded about the lighting which may be brighter than you are used to. Hopefully you will adjust to it and enjoy having more light on your workspace. Also, remember that the lighting helps you look better to the public. 

5. Generally, eating while on camera does not present a professional image. 

6.If you can remember, try to let the City Manager or cable staff know when you get a response to being on TV, like being recognized around town or people commenting on something you said during a meeting. It's telling you that people are watching, interested and participating more in local government.

City of Sausalito—

Look alert at all times, beware of increased speakers who love the thought of being on TV, and make sure that the Mayor introduces staff (or they introduce themselves.)

City of Farmersville—

Just a bit of advice from my experience in Shoreline. Public comment will change as people realize they can get up on the public soapbox and profess to the 

masses. In some communities, people have even resorted to using public comment as an opportunity to spread the gospel. As you know, the courts view this 

as protected speech. Better to tighten up public comment rules and procedures now, before you have a problem. If you wait until after a problem develops, 

you could be seen as limiting protected speech.

