
Proc 14312_Answers to FREQUENTLY ASKED QUESTIONS 
 
Helpful information to answer frequently asked questions is presented below.  While the 
information presented is NOT intended to be a “script” per se, it does provide the 
information you need to provide basic answers.  It is every staff person’s responsibility 
to become familiar with the questions and answers BEFORE they are every asked.  If 
you do not completely understand an answer, be sure to discuss it thoroughly with a 
more experienced staff member. 
 
Whenever you do not know the answer to a question, it is perfectly ACCEPTABLE (and 
recommended) to say, “Gee I’m awfully sorry, I don’t know the answer to that question, 
but I WILL find out!  Please hold on while I check.”  Or, “Will you please give me your 
name again and your number so I can call you right back.” 
 
VIEWER QUESTIONS 
 
May I speak to the General Manager? Certainly, anyone may speak to the General 
Manager if they wish.  If he is in the office, just TRANSFER the call to 5-4350 without 
asking who is calling.  If after transferring the call, the caller calls back, inform them 
that the GM checks his voice messages regularly. In an unusual situation, if a caller 
insists on talking to the GM right away, it is all right to give out his home phone (865) 
524-3425.  Afterward, staff should text the General Manager on his cell phone about the 
urgency of the call.  The GM’s cell phone number should NEVER be given out. 
 
How can I get a SHOW on CTV? It’s really very simple. First, you will need to read the 
material we provide in our Producer Handbook. It will answer most of your questions. 
After you have read the material, you will need to pay a $24 annual access fee and 
complete an Executive Producer Agreement and prove you are a Knox County resident 
with a valid photo ID. 
 
Is this Comcast? No. Comcast is one of several cable service providers in Knoxville.  CTV 
is a LOCAL nonprofit CABLECAST station providing gavel-to-gavel coverage of LOCAL 
government meetings and presenting programs produced by LOCAL residents.  If you 
are having an issue or question related to your Comcast service, call (603) 290-5093.  
This is the number for Comcast/Xfinity at 5720 Asheville Hwy, Knoxville, TN  37924. 
 
What channels can I see CTV on?  Comcast/Infinity Channel 12 . . . Charter Channel 6 . 
. . WOW! (Knology) Channel 6 . . . AT&T U-verse Channel 99. 
 
Is this PBS?  No.  PBS is a NATIONAL nonprofit BROADCAST network.  CTV is a LOCAL 
nonprofit CABLECAST station providing gavel-to-gavel coverage of LOCAL government 
meetings and presenting programs produced by LOCAL residents.  For more information 
or questions about PBS, call (865) 595-0220. 
 
Are you the same as Channel 12 in ANDERSON COUNTY? No. Channel 12 in Anderson 
Co. is a completely different channel. It is a for-profit advertisement channel. The phone 
number is 483-8112. 
 



Why isn’t the School Board Meeting on?  CTV provides the equipment for Knox County 
Schools to cover their own School Board Meetings which can be seen on Comcast 
Channel 10.  For more information about School Board Meetings call Knox County 
Schools (865) 594-1800. 
 
Why is there a lot of variation in the PRODUCTION QUALITY of programs on CTV? Most 
of the programs seen on CTV are produced by community residents of Knox Co. using a 
range of equipment - from home camcorders to higher end professional equipment. The 
skill level of the camera operators covers a wide range, as well. This has always been 
one of the major distinctions between programs viewed on public access television 
versus those seen on commercial television. CTV can provide professional studios, 
equipment, and training for residents interested in improving the quality of their 
productions. 
 
Can I come in to watch a segment of a government meeting?    Yes.  For the 
convenience of our viewers we upload archive copies of many of the government 
meetings we cover.  Some are uploaded to our web site [www.ctvKnox.org].  They can 
be accessed in the WEB STREAM section at our front page.  Archive copies of other 
meetings are uploaded to Vimeo or Youtube.  If you want to come to CTV to review an 
archived copy on a DVD, you may do so by calling ahead to reserve time.  Archive 
copies of some meetings are maintained by the government organizations themselves. 
 
May I request a dub of an MPC meeting?  CTV only sets up the equipment for MPC to 
record their meetings.  We do not actually operate the cameras or retain copies of the 
meetings.  The Metropolitan Planning Commission maintains its own archive and they 
will make copies. They can be reached at 215-2500. 
 
When do you air GOVERNMENT MEETINGS? 
  
Beer Board Meetings (live) are aired Tue @ 6 pm and re-aired Sun @ 11 pm, Tue @6 
pm, Wed @ 5 am, & Fri @ 11 am. 
BZA Meetings (live) are aired Wed @ 1:30 pm and re- aired Wed @ 1:30 pm. 
City Council Meetings (live) are aired Tue @ 7 pm and re-aired Mon @ midnight, Tue @ 
7 pm, Wed @ 6 am, & Fri @ noon. 
CODI Meetings (recorded) are aired on Sun @ 9 pm. 
County Commission Meetings (live) are aired Mon @ 1 pm and re-aired Mon @ 1 pm, 
Thu @ 11 pm, & Fri @ midnight. 
County Commission Workshops (live) are aired Mon @ 2 pm and re-aired Mon @ 2 pm. 
Ethics Committee Meetings (live) are aired Wed @ 8:30 am and re-aired Wed @ 8:30 
am. 
Historic Zoning Meetings (live) are aired Thu @ 8:30 am and re-aired Thu @ 8:30 am. 
KCDC Meetings (recorded) meetings are aired Mon @ 9:30 pm. 
KTA Meetings (live) are aired Thu @ 3 pm and re-aired Thu @ 3 pm. 
MPC Meetings (live) are aired Thu @ 1:30 pm and re-aired Thu @ 1:30 pm. 
Orders of Protection (recorded) is aired on Sun @ 10 pm and Wed @ 12:30 pm. 
Public Hearing Officer Meetings (live) are aired Fri @ 9:30 am and re-aired Fri @ 9:30 
am 
TPO Meetings (recorded) are aired on Mon @ 7 am. 



 
How can I get my announcement on your COMMUNITY EVENTS CALENDAR? CTV is 
pleased to provide event announcements for qualified non-profit organizations. In order 
to qualify, the organization must: (1) provide proof of their non-profit designation [i.e. a 
copy of their 501(c)(3) Letter] and (2) pay a $30 calendar access fee. Payment of the 
calendar access fee will allow the organization to place other announcements at no 
additional cost for 12 months.  
 
The calendar airs on our channel between regularly scheduled programs and at other 
convenient times throughout the day and night, (approximately 6–8 hours each day) to 
reach the widest audience possible. Our online searchable version allows viewers to 
browse event announcements at any time.  Please remember, the fundamental purpose 
of our event calendar is to promote date-specific events – events that will occur on a 
certain date(s). It is not intended to merely provide a description of services provided 
and hours of operation.  
 
Any other questions you may have concerning the Community Events Calendar can be 
answered by our Assistant General Manager. His name is Kevin Jeske. May I connect you 
to his voice mail? 
 
We’re having an event and would like to know if CTV will COVER it. CTV is a public 
access television station. It is very different from regular commercial stations with news 
crews that go out and cover events. Except for the government meetings seen on our 
channel, residents of Knox Co produce all of the rest of the programming. We provide 
training and equipment to assist them in recording and editing their own programs. If 
you are looking for a news crew, you might try WBIR (637-1272), WATE (637-6397), or 
WVLT (450-8888). 
 
Is CTV HIRING? CTV maintains a relatively small staff and employee turnover is very 
low. From time to time, however, CTV does hire qualified people. Our General Manager, 
David Vogel, makes all hiring decisions. Anyone interested in working at CTV is 
encouraged to send a letter with his or her resume to CTV. This information is 
maintained “on file” for a period of time, and is considered whenever hiring decisions are 
made.  There is also an “Employment” link on our web site. 
 
When do you offer training?  CTV schedules training workshops on a case-by-case basis 
at the convenience of individual community residents or small groups wishing to receive 
production training (studio, portable cameras, editing).  Typically, workshops consist of 
two or three 3-hour sessions scheduled in the early afternoon (after 1 pm) or evening 
(concluding before 8 pm).  Training workshops are offered for free as long as a current 
access fee ($24) has been paid. 
 
What are the hours at CTV?  CTV is open from 9 am – 9 pm Mon – Fri, except the first 
Friday of each month when we close at 5 pm.  Producers wishing to use studio or edit 
facilities at CTV must plan to finish their work promptly before the facility closes. 
 
 
 



 
How do I get to your location?  CTV is located in downtown Knoxville directly behind the 
First Tennessee Bank towers at 808 State Street.  We have our own parking lot. 
 

From North Knoxville: 
Option 1: Option 2: Option 3: 
South on Broadway South on James White Parkway South on Gay St 
Broadway merges to Henley StHall of Fame Dr Exit Right Left on Main St 
Left on Hill Ave Right on Hill Ave Left on State 
Left on State Street Right on State Street 
 
From South Knoxville: 
Option 1: Option 2: 
North on Chapman Highway North on James White Parkway 
Right on Blount Ave Hall of Fame Dr Exit Left 
Left on Gay Street Bridge Right on Hill Ave 
Right on Hill Ave Right on State Street 
Left on State Street 
 
From West Knoxville: 
Option 1: Option 2: Option 3: 
East on Kingston Pike East on Kingston Pike East on I 40 
Right on Neyland Drive Kingston Pk. becomes  Exit James  White      
 Cumberland Ave. Parkway                                         
Left on Walnut Street Right on Gay Street Exit Hall of Fame  
  Drive 
Right on Hill Ave Left on Main Street South on Hall of  

  Fame Dr. 
Left on State Street Left on State Street Right on Hill Ave 

Right on State 
Street 

  From East Knoxville: 
Option 1: Option 2: 
West on Magnolia Avenue West on I 40 
Left on Hall of Fame Drive Exit James White Parkway 
Right on Hill Ave South on Hall of Fame Drive 
Right on State Street Right on Hill Ave 

 Right on State Street 
 



PRODUCER QUESTIONS 
 
Is it too late to schedule my show?   Whenever a show is produced or submitted for 
playback at CTV, there is a certain amount of time required to ingest and process the file 
through our digital playback system.  The best way to ensure that this can be done in a 
timely fashion is to submit it at least 2 business days before it is to be played.  If that 
amount of lead-time is not provided, we will still do our best to move it through the 
system, but there is no guarantee it will be processed in time. 
 
NOTE TO STAFF:  Staff will work together and make every reasonable effort to meet the 
deadline.  If it cannot be done they must be prepared to justify through their work hours 
why they were unable to get it done. 
 
Why didn’t my show AIR when it was supposed to? Well, I don’t know . . . that shouldn’t 
have happened. I’ll have to take some information, research the problem and get back 
to you. What is the name of the program? When was it supposed to air? What did you 
actually see on the air? . . . We’ll need a little time to investigate the cause, but we will 
get back to you on this. I’ll need your name and telephone number . . . Thank you for 
calling to report the problem; we’ll be calling you back very soon. 
 
I don’t have a new show.  Is there an old one I can air?   By specific request, producers 
are allowed to re-air previous shows no more than once as long as we still have the 
digital file on our server.  To determine the number of times a program has already 
aired and if it is still “available”, go to the PROGRAM VIEW screen in Facil, select the 
PROJECT ID at the top of the screen.  The “Available” programs for this project will be 
displayed.  Look for the “Number of Plays” on the third line.  If the number is less than 
2, it may be re-aired. 
 
Would it be OK for me to . . . . . on my show? By signing a Program Agreement and 
Content Forms, each producer is solely responsible for adhering to the guidelines 
outlined in CTV’s Operating Policies & Procedures. The question of whether or not it is 
“OK” to do something on your show must be answered by YOU. You are SOLEY 
responsible for the content of your program and any consequences that could result 
from failing to comply with CTV’s Operating Policies & Procedures. 
 
Can I mention a WEBSITE on my show? CTV’s Operating Policies and Procedures prohibit 
advertising or commercial promotion of any business, product, service, private school or 
commercial event. (sec 5.2) They also prohibit the promotion of commercial websites 
(sec 5.6). It is presumed that .com and .net are commercial sites. However, .edu, .gov, 
and .org are permitted, as long as they do not violate sec 5.2 
 
Can I schedule some production time?   Producers may reserve edit, portable or studio 
equipment by calling ahead to check availability.  There are several ways to check 
availability through Facil.  One of the best ways is to open the APPT BOOK screen in 
Facil.  After the screen is opened, select the appropriate Appointment Book Page (Edit, 
Portable, Studio).  Enter the Start Date or use the blue arrows to slide forward or 
backward to other dates.  The numbers in the green cells indicate availability.  
 



I am having trouble logging in to post my calendar event.  Can you help me? First, 
always ask if the producer has an account with CTV.   If they have an account, check to 
ensure that it is currently “active”.  Searching the Project name in Facil and checking 
both the Status field, and the Planned End field can accomplish this.  If the account is 
current, ask the producer if they have the necessary CTV web site login information. 
 This should be their first and last name, with a space between the two.  For example: 
Mark Hamilton.  To search for their login you will need to be logged in yourself, and then 
view all users by navigating to: Dashboard -> Users -> All Users.  You can search either 
by name or e-mail.  If they are current but have no login, you will need to create a login 
for them. 

If the producer has simply forgotten their password, you can reset it for them (we 
cannot tell them their old password as these are encrypted and even CTV employees 
cannot read them).  To reset a password, search for the user on the website, click their 
name (or edit) and simply type a new password, ensuring you do so a second time in 
the "Repeat New Password" field.  Be sure to click "Update User" for changes to take 
effect.  

Often, a new person at an organization will be assigned the responsibilities of              
media relations and will not be aware of a previous login.  If the account is still current, 
it is best to create a new username for this person rather than have them continue to 
post under the old account.  To create a new user select Users-> Add New from the 
dashboard's side menu, or New->User from the top menu. 
 
If they do have a login check that they have been assigned the "Calendar" role and are 
not still "Subscriber".  If they are Subscriber and are paid for the period, simply 
switching them to "Calendar" will take care of the problem. 
 
 
 
 
 


