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Workshops Description
Explore, Experiment, Interpret

The workshops will run alongside your core modules/lessons throughout the year; these sessions are to provide additional learning and support.  Skills developed and gained in these sessions will be directly linked to the modules, providing students with relevant skills needed to produce the work required for each module brief.  Attendance is important to develop and finalise your project work.  In addition, completion of specific workshops is mandatory to gain access to specialized equipment/facilities.

Our manifesto
· A workshop is the ‘how’ to the ‘why’ of a lecture. They are two sides of the same coin.
· Workshops are not an optional extra, but a fundamental part of learning.
· Good workshops are educational, entertaining and inspirational.
· Workshops are narrow in focus but wide in scope. Any given workshop will be designed with a single target in mind, but the skills and values it eschews can be applied to a wealth of ideas.
· A workshop will show only one of many paths. It is on the learner to deviate.
· Workshops are not for learning where the buttons are – there are manuals for that.
· A workshop that teaches you to do only one thing to a high level has failed.  Experimentation is key.
· The true value of workshops comes from the learners’ willingness to apply tuition to deconstruct and solve their own creative problems.
· Following the steps of a tutorial using the supplied materials is merely practicing. True learning comes when adapting the steps to your own creations.

Department Rules
· Any problem with equipment should be reported to a technician and/or staff member as soon as possible.

· No food or drink is permitted in technical areas (computer rooms/studios).

· Students are expected to keep the rooms clean at all times.

· Students are expected to be respectful of the equipment in various areas, and NOT remove or unplug any cables/equipment.

· All students should store work on personal external hard drives and not on the computers at university. (This includes project work and classroom exercises).  For video editing you will likely require a faster drive (e.g. USB 3.1, Thunderbolt).

· Students must complete a health and safety induction to gain access to the studios and specific items of equipment.

· The studios should be left in their original condition; any props or materials brought into the spaces by students must not be left in the space.

· All equipment loaned from stores must be returned clean and packed as it went out.


BORROWING EQUIPMENT FROM THE FILM AND TV STORE
The Store is located on level 3, room AE307, DYNEVOR BUILDING.

STORE OPENING TIMES
Tuesday and Thursday only: 
11:30 – 12:30
[bookmark: _GoBack]Note – the above time is the standard opening time; however this may be subject to variation at certain times in the academic year. 

STANDARD EQUIPMENT LOANS

Any loans are returned at the next available store opening time.	

For example:
Loans taken on a Tuesday must be returned by 11:30 sharp on Thursday.
Loans taken on Thursday must be returned by 11:30 sharp on Tuesday.

For longer loans you must complete an extended loans form and gain authorisation by your Programme Director.

BANS AND FINES
· All equipment must be returned on the day of return by 11:30, if not a fine will be incurred.  Minimum £5.00 for one item, or £10.00 per limited item.  

· For example if you miss you return slot on a Tuesday your next available return date will be Thursday, at which your item/items are late.  

- One item such as a tripod will then incur a fine of £5 per day (total £10).  
- One limited item such as the c300 camera will incur a fine of £10 a day (total £20).
- Three items such as a tripod, standard DSLR camera, sound recorder will incur a fine of £15 per day (total £30).   

· Fines can be paid online via the UWTSD website.
http://store.trinitysaintdavid.ac.uk/browse/extra_info.asp?compid=1&modid=1&deptid=9&catid=14&prodid=168

· Until that fine is paid you will not be able to get any equipment from the store or use any facilities.

· If equipment is returned in an unacceptable condition (not packed correctly or unclean), this could result in a ban.

· Students who are persistently late could face a ban.

· If you cannot get into university to return equipment please telephone the store on:
01792 481000 ext. no. 3305 at 11:30 (Tuesday and Thursday only).

EQUIPMENT AVAILABILITY AND MAKING BOOKINGS
· Students may only borrow equipment on acknowledgement that they are operationally competent through the successful completion of specialist workshops. A record is kept in the stores for each student.

· To book out equipment students need to be on the computerised system in the stores.  Students will need to produce their student card upon the first visit in order to be registered. 

· Each student must read and sign the disclaimer regarding Equipment Store Rules before being entered onto the system and borrowing any equipment.

· To book a piece of equipment in advance students need to complete a booking request at the store or email Adam/Kylie. 

· Providing equipment availability, equipment can be booked out straight away.

· Students may not normally borrow 2 sets of similar equipment, for example a Mark II camera and a Mark III camera.

· Students will be fined for failing to collect booked equipment and for returning equipment to the store late. Fines will be listed in the film store. 

· Students cannot book equipment on behalf of another student.  Loaned equipment is for the sole- non-transferable use of the borrower.  Anyone abusing the system will be taken off the system.

· Equipment must never be left unattended. If equipment is damaged or stolen while the borrower is absent, they will be deemed to be negligent and responsible for lost or damage of item.

· If any equipment is damaged, lost or stolen whilst on loan you must write a report and notify the technicians/course director immediately via email.  If equipment is stolen you must produce a police incident number. 

· If taking borrowed equipment overseas or for loans exceeding the standard loan period, students need to complete an ‘AV Equipment extended loan’ form.  

· If a student intends on taking the equipment over a holiday period (CHRISTMAS OR EASTER), students will need to provide a written proposal (student request form) and complete an ‘AV Equipment extended loan’ form.  These forms are available at the Store or on Moodle. The proposal must be discussed with your Programme Director and the extended loans form signed by both the Programme Director and the Dean of Faculty. Please allow time for this to be signed.


REQUESTING EQUIPMENT AND EXTENDED LOANS - PROCEDURE OUTLINES
How to request equipment for holiday periods (Christmas and Easter)
A ‘Student Request Form’ must be completed and emailed to an academic member of staff within the Film and TV team, a minimum of 2 weeks before the intended loan.  
A staff member will assess the completed forms, and prioritize loans based on project needs; the intended loan will then be approved or rejected via a conformation email.
If the loan is approved the student must come to stores as soon as possible with evidence of the conformation email.  The student will then be able to book the approved equipment for the needed dates.

Dependent on the details of the individual loan a student may also have to complete an ‘AV Equipment extended loan’ form.  This form must be authorized and signed by a dean and returned to stores a minimum of 5 working days before the pick-up date of the loan.

Extended equipment loans and overseas equipment loans
Dependent on the details of the individual loan students will need to complete an ‘AV Equipment extended loan’ form.  This form must be authorized and signed by a dean and returned to stores a minimum of 5 working days before the pick-up date of the loan.

All required forms can be found on Moodle.

RETURNING EQUIPMENT
· No item should be borrowed for longer than it is needed: All equipment must be returned to the store by 11:30 the day it is due back, otherwise a fine will incur.

· Small items (e.g. filters, caps, hoods, etc.) not returned with the main equipment, must be returned as soon as possible or replaced at the borrower’s own expense.

Renewals
· Only one renewal is permitted per borrowed item.

· If you need the equipment longer you must have approval from your Programme Director.

EQUIPMENT AVAILABLE FOR LOAN FROM THE FILM STORE
NOTE: Availability of some kit may be dependent on the year of study.

Brief overview of a selection of kit available:

	Cameras:
550D
60D                                                  
7D
Mark II
Mark III
XF305
C300
Sony FS700
Red One
A7S Mark II
Drone

Sound:
H4N
Sony headphones
XLR cables
Wind guards
Boom poles
Sennheiser MKH416-2 
Sennheiser MKH60 P48
Shure hand held microphone (SM58)
Shure hand held microphone (RS45)
Pre-mix
Sennheiser wireless microphones

Lights:
Dedos
Kino Flo
LEDs
	Lenses:
Canon 75-300mm
Canon 18-55mm
Canon 28mm
Canon 50mm
Canon 85mm
Canon 35mm
Canon 100mm
Canon 16-35mm
Canon 24-70mm
Canon 70-200mm

Other:
Lilliput monitor
i1 Display
Digital grey card
Clapper board
Card reader
Reflector
Tripods
Flags
Cutters

Rigs:
Slider
Cinema bundle
Steadicam
Shoulder mount
DSLR gimbal



Please be aware that the above list is an overview and may not include all items, also this list is subject to change according to circumstances.

CANCELING BOOKINGS
· Please cancel bookings at the Film Store, or by emailing Adam/Kylie, by giving at least two working days’ notice. Last minute cancellations prevent efficient use of the studio spaces and equipment.  Failure to notify staff of cancellation will incur a fine and/or ban.

· If a student does not take up a session booking within 30 minutes of the start time, they will lose the booking and will be banned for the day.

Note: Any problem with equipment in the studios (lights not working, for example) must be reported to a technician and/or staff member as soon as possible.

Studios
General
The studio areas are experimental space dedicated to workshops, lessons and students testing aspects of their practice (for example lighting set ups, composition, lenses etc.).  

· Students must complete a health and safety induction before using the spaces or the equipment in the areas.

· Students will not be able to book the areas unless they have completed the necessary health and safety training.

· Students cannot book the spaces on behalf of another student.

· Students must come to stores to book these facilities, or email Adam/Kylie.  Availability will be dependent upon academic and workshop use.  The studios are another item of equipment thus all of the standard store rules and procedures apply.

· The areas should be left in their original condition after use.  Students are expected to remove any props, material or rubbish that they have brought in to the areas.  Failure to do so could result in fines and/or ban due to miss use of the facilities.

· No open toed shoes are permitted in these areas.

· No hot lights permitted to be used on the cove in AE101.   If you are using hot lights in this room you must inform a technician beforehand.

· If students bring any of their own electrical equipment to be used in the areas for example own personal lighting kits they must first be PAT tested by a university electrician.


HEALTH AND SAFETY
General
· Users must keep the studios and computer rooms in a tidy condition; floor areas should be kept clear when not in use, and equipment stowed in designated areas ready for later use.

· Food and drink should not be consumed in any of the working areas. Liquid spills must be wiped up immediately, both for electrical and physical safety.

· There is no smoking anywhere in the University.

· Care should be taken that trailing cables are not allowed to become a tripping hazard, always route cables carefully to avoid such risks, and never allow cables to stretch above floor level between plug and unit.

· Cables should be stored coiled safely after use.

· All electrical equipment must be switched off/shut down after use (e.g. computers, studio lighting). 

· Care should be taken with lighting equipment, as some kits can become very hot. When using these, always remember to use heat resistant gloves.

· Do not bring unnecessary bags and cases into the studios and rooms.  These present tripping and fire hazards and may block escape routes.

· Fire extinguishers, fire alarm call points, telephones, exits, fire doors, stairways and emergency gangways are to be kept clear at all times.

· All accidents and dangerous occurrences must be reported to a member of staff in the film and TV department.

· Students must abide by all necessary control measures when out on location days as part of lessons/workshops.


AV EQUIPMENT LOAN AGREEMENT

General
All students must read and agree to the terms and conditions of the loan agreement document.  Students must sign the declaration before using equipment, gaining access to the store, and rooms/studios.  


6

image2.jpeg




image1.png
University of Wales College Qf ‘Art

Trinity Saint David Founded 1853

* Prifysgol Cymru Swansea
Y Drindod Dewi Sant




