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The Develepers' Suide is one of the National -Center's
responses to the Weed-for technical assistance in appropriate
media, matevials, and educational technology for individuals
who are handicapped and their special education. The need
was identified many vears ago and ‘the Developers' Suide. in
responding to the need, reflects experience accrued from the
trials and errors of the past, as well as providing new™in-
formation relevant to the present and future in this chal-’
lenging area of endeavor.

The challenges we face in the future are awe- 1nqp111ng
The Education of all Handicapped Children of 1975 (Public Law
94-142) has as its purpose.

to assure that all handicapped children have

~available to them...a free appropriate public
‘education which emphasizes special education
and related services designed to meet their
unicgue needs. to assure that the rights of
handicapped children and their parents or
guardians are protected, 1o assist States and
localities to provide for the education of all
handicapped children. and to .assess and assure’
the effectiveness of '‘efforts to educate handi-
capped children.*

Efforts to provide appropriate media, materials, and
educational technology will play a highly significant role
as this challenge is met for as many as eight million-of the
nation's children. e

v

As this challenge is met for children with handicaps.
all children and their education will benefit. - It is true
that we, as an American people, approach our highest potential
in texms of our treatment of the handicapped, the disabled,
and minority iroups. 1t is also true- that most principles and
practices uniquely developed or suited to special education of
children with handicaps also enhance the education of all
children. The benefits. thus, are dual.’

The Develeopers' Guide will be helpful to media and materi-
alz developers to the extent that its guidance is utilized
early in the developmental process. Children will benefit and

*Public Law 94-142. 94th Congress, S.6. November 2§, 1975.
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the National Center will be rewarded to the extent. that. the

jnformation provided is reflected in.effective instructional
media. materials. and educational technology. The National

Center will be pleased to provide additional information and
technica! assistance to all those who share its concern for

quality eduvation for children and especially children with

handicaps requiring Special education.

.

.

g : . S. C. Ashcroft :
. Director, The National Center

| B ’ on Educational Media and ~
Materials for the Handicapped

vi Foreword
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* This publication supersedes Developing Instruétional Mater-
ials for the Handicappec,* now out of print, and brings together:
the most recent material available regarding the prccedures
and prerequisites of the National Center on Educational Media
and Materials for the Handicapped (NCEMMH) in publlshlng edu—
catlunal products for the handicapped.

NCEMMH is funded under Contract OEC-300-72-4478 by the
Office of Education, YUnited States Department of Health, Edu-
cation, and Welfare; the contract is administered through the ..
College of Edﬁcation and the Research”Foundation of The Ohio
State University. Contractors- undertaking such projects un-
der government sponsorship are encouraged to express their
judgment freely in professional and technical matters. Points
of view or OplnlOnS do not, therefore, necessarily represent
“official Office of Educatlon position ofr policy.

In addition to the principal -authors and artists for
this publication many individuals from various organiza-
“tions--among. them NCEMMH, Area Learning Resource Centers,
Specialized Offices, and Charles E. Merrill Publishing Com—

. pany--have assisted in the preparation of this publication.
Their efforts are gratefully acknowledged. =

Comments about this publication and suggestions for its,
improvement would be greatly appreciated. Address all corre-
spondence to: y '

YMedia, Materials, ahd Technologv Section
.National Center on Educational Media
and Materials for the Handicapped
" The Ohio State UPl”GPSlt}
Columbus, Ohio 43210

atd

C. Rodney James
July, 1976

*John Belland and Sidney Rothenberg, Developing Instructional -
Materials for ‘hé Hadicapped: Guidelings for Preparing Materials Suit-
. able for wide Distribution. (Columbus, Ohio: The National Center
.on.Educational Media and Mater1als for the Handicapped, 1973)

ol .
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Ti:is guide is for educators, or for professionals work-
ing with the handicapped, who plan to create educational prod-
ucts and have them distributed. In the course of their ef-
‘forts, these educators and professionals must deal with a num-
- ber of technical, financial. legal, and bureaucratic procedures.
Aiding in that enaeavor is what this publication is about:
making developers aware of these procedures, prov1d1ng sug-
-gestions for dealing with them, and pointing toward resources
that will provide full answers to questions involving style
productlon techniques, testing, and data gathering.

The "uidelines in thjs publlcatlon apply to materials devel-
-oped for distribution through the National Center on Ed -
tional Media and Materials for the Handicapped(NCEMMH). 1€ It
may be pointed out that mest, though not all, of the proce- - .
" dures described herein are necessary for ‘the publication of
any product.

It is important also to note what this publication is

not. It is not a book on production techniques. It is not

a style mdnual. It—-is not,an idea book for creatlng educa-
tional products. It does, however, offer information that
touches all of these aspects of production and publicatiomn.
Suggestions and references presented are .intended to aid prod-
uct developers in ‘the design and production of better and

more useful educational materials for the handicapped by

2yilding awareness of the specific requirements necessary for
’ f“velopment reproduction, and distribution.

. . ’ .

1. Readets who are unfamiliz® with NCEMMH are urged to read .
Appendix- A to famidiarize themselves’ with® its aims, 'services,
and relationship to. .the Bureau of Education for the Handlcapped
Learning’ Resource Centerq Program. Explanation ! the National
Center's role in’ pL401ng products into dlstrlbutlon appears in
the fourth chapter . -

Introduction 1
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Well—deveIOped instructional products——whether

"they be books, films, audio cassettes, slide

sets, combinations of these, or-other media--
address a specific target audience, specify the
content to be learned, and provide a means of
measurement to 1ndlcate the amount of learning
that has taken place.

Although these characterlstlcs also apply to
products developed for the nonhandicapped
learner, they are c¢ritical for products specif-
ically de51gned for the hdndlcapped because
presentation should be modified to accommodate
the characteristics of the handicapped-learner.
Products for the hdndlcapped are usually learner
specific and responsive to the special instruc-
tional needs of the student as welil as to.the af-
fective, humanistic needs of the ,person. Even
if it is designed for a specific handicapped-

“population, a gond child-use product strésses the

potential of the child rather than the limita-—
tions of the handicap. : o .

As is the case with any instructional material,
the need, objectives, target'population,.and

media format must Le determined before any pro-
duction of materials for the handicapped'begins
The ultimate useability of a product frequently

depends on. the extent to which its future devel; -

opment and dlroc}lon are guided by resting re-
sults.

» Lo Iy

Before giving serious thought to creating a new
instructional prodyct for the handicapped, a
developer should first determine that there is,
indeed, a need for such a product.. At present,

*

Deterhining Need and Eff
Oy . - ) .

b '
Need

.

o

ectiveness 3



L © the Bureau of Education for the Handicapped
(BEI) and the National Center on Educational
oo Media and Materials for the Handicapped
o (NCEMMH) .have identified -two general cate-
gories that are of immediate concern. These
are child-use matrzrials and media-training
materidls. Chilid-use instructional materials
include those materials to be used by chil-
dren with or without-the assistance of a
"teacher or parent. Media-training materials
are those forplnqtructor ;use, designed te
train instructors in the use of medla in
education.
In their determination of needs within these
priorities, developers should research the
P . field and answer such questions as: What do
the nature and severity of the handicap sug-
sest about materials needs? How large a
populatlon would this product serve? How
- many Similar products are available.to serve
- this population.and what is their’ quality?
What do curriculum and administrative con-
sideratioﬁs indic~te-about need?

' Needs data car be expressed in two wavs .
. known need and perceived need. Known~need-
-t LnIOImatlon is obtained from large-scale, ob-

]gutlxely 1uantlf1able data, such as natlonal

special education materials market surveys.

- bercelwed need information is oqgglned from ex-
pert opinion and reviews of materials by spe-

- cial education practictioners and professionals,
from currently available data, and from the
titerature. ' ’ '
The Information Serv1ce section of NCE\lMH2
can be _helpful in providing needs informa-
tion. 'The National Instructional Materials-
Information System. (NIMIS), coordinated by
. that section, is a computer-based on-line
' interactive retrieval system created to aid
educators, parents, and developers in loca-
ting information regarding special education’
materizls. For developers, this can be a
-+ useful resource in searching for productg-

that might dupllcate the ones they are plan-
ning to produce, in addltlon to bringing to
light areas where there is’ a dearth of ma-
terial,. The present dati base includes

2. NCEMH is divided into four intern:i sec-
tions.

b ‘Determining Need-and Effactiveness - L ) -
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informatior on 13 000 child-use 1nstructlon—_‘

al materials. .Medla training materials are T
currently being added to the data bas.. :
Access to NIMIS may be obtained by con-

tacting the. nearest Area Learnlng Resource’

Center (ALRC).3 L R

What is the product supposed to do and does it . L

really do it? NCEMMH, or anx publisher, will Objectives
ask this question of a developer and expect and -
~ot only a clear answer, but som€ form of docu- Testing

~mentation to substantlate claims of effective-

- ness. Objectives will generally be stated for .

- the f1nak1product but whether they are or not,

.the deéveloper should have them clearly in mind

‘. before any writing, fllmlng, or taping of the
product beglns . - : :
NCEMMH recommends developmental (formative
evaluation) testing of all products-~trying
them out informally on members of the target
audience. 'Child-use materials ‘should be devel- o,
opmentally tested with children; media-train- -t .
ing materials with teachers. .Developmental
testing is not intended to verify the success
of the materials but to indicate general use-
ab111ty and to suggest ways of refining the - -
product so that it will accomplish its objec- ’
t1ves . N o ) .
Some fo*m of formal eV41uat10n and/or testing
in the field is also necessary for learner
verification. All instructional materials
need validation-testing to show that they can -
accomplish the stated otjectives. The amount S
of field-test data required is in proportion

_to the sizZe, scope, cost, and complexity of
the product. ,It'iS‘expected that all products
~accepted by NCEMMH for distribution consider—.
ation will hav® had at least initial tryout"
under. field conditions and be accompanied by

‘a report on this tryout . Adequate field test-
ing is primarily the responsibility of the®
product developer, although the ational Center :
through the -Specialized Offices,® can provide -
limited'field—testing services

3. See Appendlx A f{or addtesses and explana-
tion of the ALRCs. - . .

4. See Appendix A for an explanatlon of the
Spe01allzed Offices.

.

‘ o Determining Need and Effectiveness
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<L . For whom is a particular product 1ntended7

Target sThis question mnst be considered by the devel-
Population ' oper at an early stage of the product's de-

velopment For a child-use product,” the han—_
- . dlcqpplng condition and learning characteris-
tics are important considerations. Of equal
importance are required entry level behaviors.
: e The developer should, have a clear knowledge
R of the skills and abilities needed on ‘the part
: N ’ af the chkildren to permit them to use ‘this
product. Knowledge and consideration of the
specific target audience should also affect
‘the initial product désign in teérms of number
of . components teacher preparation tlme,\and
) - time needed to complete the program. . Reading
L T and language level should be determlned on
. ‘the basis of the target .population and ob-,
» . served in all spoken and written communlcatlou
} within the product. Alsc the choice of media
- o should be influenced by the channels that the
*a ) intended target population uses to receive 1n—
formatlon and respond to it. ~ .

Film, video tape, and mixed media k\ts have
been deﬂonstrated in the past decade,to have
considerable success as. teaching and‘&earnlng
) tools. However, these.media products are of-"
2 ) ten seen as a panacea rather than merely, an
aid in the educational process. There i¥ al-
so the. lure of prestige attached to producing
a film or video pruductlon as opposed to a
pamphlet, even. if a pamphlet "will suffice.
Finally, the use of. audiovisual media in adu-
T ¢ation is frequently seen as evidence of an
educator's being "with it." 'All of these_are
bad reasons for producing a product with many
media components. Thus, close attention
sliould ‘be given the question: Why use film or
video tape or other audiovisual ‘material if
a well-illustrated book’ or pamphlet will do’
the job?

- : The initial step in answerlng this questlon
-5, careful analysis'of the information to be
conveyed. Is more than text required to con-~
vey the information to the intended audience?
Obviously, the answer requires a- familiarity
with the audience and a knowledge of the ex-
tent of that audience's learning capacity and
ability to respond to and comprehend various
kinds of stimulation (audltorv visual . ~tac-
tile). With the intended audience analyaeu
the means of presenting the information:

\ 6 Determining Need and Effectiveness S
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effectively can be approached from the very
practical standpoint of determining what fac-
tors arc¢ nceded to convey information. For in-
stance, will the product require drawings,
photographs, working models, sound, color,

mo: itop pictures, realia, or some combination

-of these? Finally, will it require some form of

a learner response system to get the message
across?

Determining Need and Effectiveness
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Can the product be reproduced and disteibuted.,
and ut what cost?  The mechanies of prodQuaet
reproduction and distribution are ot major con-
cern. Ther cost=benefit ratio is of criticeal
importance v deciding whether a particular
praoduct cuan be dixiribyted.  FPeasibility, then.
concerns such matters as cost and the meechanies
of reproduction. '

PRINTED

Printed matier in some form aecompanies ooariy
cvery product distributed through the Nattonal
Coenrver., ¥Fantive products may be printed mater-
inl=<. Printed matter in mixed media packages
Serves too o nna !ty the product, bringing the parts
together 1n a ¢ohestve whole by means of work-
book:=, worksheets: teachers’ rmanuals, soripts
instructions., card sets, and descriptive/promo-
tionai materials.

Fortunately, the Guest ion of teastbility ap-
plics oniy marginally to the printed portion
of a product because printed matter s more
eaxily reproduced than is audiovisual material.
For the developer. these problems are further
reduced by o the tact that the National Center
profers to receive manusceripts rather than
masters. with the exception of illustrative
materiai.  For the <ake of case 'n opreparing
tor nroeduction, NCEAMMH has ser o yolilowing

Terquitements Yor printed miater

® Topawrittern . doubie-spaceed, Tarble
cuntos LI 0 YT bhond paper

naurinne Pearsdaction Feasibiiity
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e A minimum of one-inch margins on all
sides

® Numbered pages

® One style of type and one color of
ink (preferably black)"’

Even after writing, checking, and typing a
manuscript to the above specifications, a
developer should obtain the scrvices of an
editor if one is not available on the staff.
The editorial function is one of polishing
and rofining the maguscript materials. More
specitically, an editor provides the follow-
ing sevrvices:

e Creating and/or insuring grammatical

acceptability

® Creating and/or insuring stylistic
consistency oY text. heads, refer-
Oenees

® . reating and/or insuring content ac-
curacy, clarity, consistency

® Insuring zcenracy of entries :n bib-
liogruphies, retference sections, foot-
notes, cross refoerences

N . e Ascertaining that the correlation be-

tween printed and auwdiovisual compo-
e L T ) nents Is accurate :

[he Media, Materials, and Technology (MMT) sec-
tion of the National Center provides editor-
ial services for all products distributed by
NCEMMH and editorial consultation for other
products, but it is expected that basic edit-
ingy witl have been done on all products prior
to their submission to the National Center.

Free-lance editors are available for a reason-
able foe in most locations (English departments
and journalism departments on college campuses
are good sourcesy. In most urban areas, there
are publishing companies that may be able to
provide assistance in locati. g qualified free—
lance editors, and some publications include
lists of editing services.

10 Insuring Reproduction Feasibility
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NCEMMH accepts but does not encourage the sub-
mission of camera-ready copy (material to be
photographed directly for reprociction) or
master printing materials (i.e., plates or sten~
cits) of printed text material. It is diffi-
cult and expensive for the National Center

or any other publisher to make even minor
editorial changes on such copy. If camera-
ready copy or plates are to be prepared by the
developers, it is urged that they make this
fact known to the editor of the MMT staff at
the carliest possible moment so that specific
guidelines can be set for the product at hand.

Unlike text materials illustrations that are L
to be printed should be in camera-ready form. Artuork
Except for overhead transparency masters, which '

must fit a standard 7 1/2" x 9 7/16" frame,
illustrations for printed materials do not need
to conform to any specific dimensions, nor do
those that are to be used for maps, wall charts,
and other such materials.

Pages with illustrations 1 1st be coordinated
with text pages, and clear instructions should
be given to indicate placement in relation to
the text. More specifically, the following
rules slkould be observed:

® Place the illustrations nearest the first
reference so that, when the illustration
is viewed, the book does not have to be
turned sidewavs. If the illustration
has to be located broadside. it should
be so arranged that the top of the page
-is turned to the right for normal view-
ing. :

® Number each illustration, using a con-
sistent system throughout the publi-
cation.

¢ If labels are used in an illustration,’
-treat these labels consistently through-
out the publication. All should be done
with a typewriter or lettering set,
Hand lettering is seldom acceptable,

® lMake captions consistent throughout the
publiecation. )

® llake stvle and technique consistent
throughout the work: e.y., nhotograph:s,

frouring ~enroduction Feasibiiity
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drawings, and ‘paintings should not
be mixed unless their mixed use is.
integral to the text. Two styles of
drawing, for instance, should not be
used either.

e Avoid unnecessary color, because it
substantially increases production
problems and cost. In charts and
graphs. use difierent line weights or
dashed lines of varving tengths in-
stead of color.

e Shade iillustrations. if necessary, to
2lurify for the reader what the il-
lustration 1is. Screens, crosshatching,
reverses, dots. or similar devices
may be used. Sheets of vurious kinds
of transferable shading are available
. at most art supply housces.

e Avoid the use of art media that might
¢asily smear, crack, chip, tlake, or
peel or that might not print adequate-
ly. Soft pencil or pastel drawings,
tor example. are not recommended. -

e Mount all artwork securely on heavy
card stock., Cover with plastice wrap
or clean paper and be sure to package
securely for shipment. ,

MEDIA

Feasibility with regard te audiovisual media

is more complex than it is with printed matter.
It has several aspects and raises a number of
questions: :

© Can the product be reproduced at 2
cost that will allow those who would
g it to buy or rent it?

® Is the target audience equipped to use
the media format under consideration?

® Can the product be reproduced in
quantity without a loss of quality?

e Can the product he reproduced in quan-
tity in a format that is acceptable
to the target atdience if the original
format proves to be unusable? '

12 insuring Reprodurtion Feasibility
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Once media selection has been made,.the de- (]

veloper has a notion of an- ideal product, a Cost-Benefit
notion which will, almost without exception, Ratio

have to be compromised in production. Often,

the first compromise is in the initial produc-

tion, unless the developer is fortunate enough

to have altl the funds required. Another com-

promise may come at the point of testing a

prototype vecs.otv of the product in the

setting for which it is intended.

.The most critical assessment of cost, from the

point of view of NCEMMH, is the unit cost of
the product when distributed. 1If this cost is
judged to be so great that the product will not
reach the intended audience, then some means
must be found either to bring the cost down to
an acceptable level or to devise a scheme of

-distribution that will bring the cost per user

to a level that will allow for adequate Jissem-
ination. No exact dollar figures can be given
regarding acceptable costs. However, on an
average, only about 1 percent of all school budg-
ets 1s spent.on printed and mediated materials

for instructional use.® High priced items--with

a sale price of more than onc hundred dollars--
require considerable justificatinon in the mind

of the administrator and/or teacher to warrant -

-a decision to buy. Products intended for pur-

chase by school districts or residential schools

and for use by many people within the district

can be sold to fewer purchasers at a somewhat

higheo: price. .

Consideration of the cost-benefit ratio incvita-

.bly. raises the issue of rental versus sale.

Rental works well for 16mm motion pictures-- |

an advantage to the developer since this

is one of the most expensive media formats in the
field. Unfortunately, it is the only one suit-
able for rental on a national and large-scale
basis. " The problem is one of inspection. Books,
video tapes, and mixed medifa~kits cannot be -
given high speed inspection: ‘‘therefore,they are
only sold--not rented--by NCEMMH distributdrs
and most commercial distributors. If rental

is anticipated on a local basis, as in the’

case of workshop packages or large kits that

are designed to be distributed by school

a

7T oSurvey Results,” Epiesram 4. no. 15 (May 1,
978): 2-3.

Insuring Reproduction Feasibility 13
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Insuring Reproduction Feasibility

systems, a unit sale cost of more than one hun-
dred dollars is not unreasonable. It should be
borne in mind, however, that the NCEMMH staff
will look for some e71dence that potent1“] buy-
er< mmay be intecrested in a product for rental-
use as well as for purchase.

Generally speaking, the unit cost of a product
is dependent on the marketing potential and .

the cost of production. Reproduction costs in-
fluence the selling price of a product. Devel-

" opers need to beware of overproduci:.z a product,

~tuffing in too many parts and pieces, and, bv
the same token, -developers need to 'avoid '"gold
nlating" a product--making an item heavier,
stronger, bigger or of more expensive material
than is nceded. Such prcducts are not only
expensive to reproduce, package, and therefore
to purchase, but they are also costly for the
user to ship, store, and maintain, if repair
orr replacement becomes necessary.

It must also be pointed out that products placed
in noncommercial distribution by NCEMMH are
laveely limited to printed publications and
audiovisual media. Products featuring elaborate
game boards, toys, puppets specimen collections,
models, or-other realia can be offered only to
commercial publishers. through a Request for
Proposal (RFP). 6  Commercial publishers have
their own share of the marketplace to consider,
hewever, and are unlikelyv to bid on a product
that will not sell at a price or in a quantity
that will allow them to recover costs and make

a profit.

The need for special equipment "hardware"” in
order to.use mediited product "software' is
a serious problem, and one that shows every
sign of getting worse. One of the disturbing.
aspects of the media bkoom in education, and of
free enterprise in this country, ‘has been that

anyore is at liberty to manufacture and market

any kind of projector, playery or viewer using - --
any size and variety of film, tape, or disc.
This has beon done with little regard to the
matter of compatibility in order to permit the
use of existing films, tapes. or discs on new
machines. Furthermore, some manufacturers have

6. The National "enter s RFP proces: is ex-
plained on page 32
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implied that there will be an ample supply of
software materials available for their equip-
ment in the future. Whethcr this supply actu-
ally becomes available is another matter, re-
gardless of what good intentions the developer/
-manufacturer has. Careful consideration must
be given to the choice of media format, because
it will affect the useability and salability

of the product in the educational marxetplace.

Incompatability among video tape and other
formats is a problem when it comes to making

a decision. A developer is often faced with

‘a choice of using equipment at hand or attempt-
ing to predict futuire trends_in_audiovisual
hardware: Some attempt is made to sort out

the format mélange in the Parts ldentifjication .
list in the NCEMMH Product- Intake Form.? 1In
some cases, the National Center may recommend

a new format for a product to increase its
distribution and utilization potential.

On the brighter side of the situation is the

fact thot there ure a number of formats that

are generally accepted and universally adopted

in .the educational syvstem. Print is the most

universal and generally requires no special . -
equipment for use. (Print- includes braille

and photographs to be reproduced as halftones.) .
The 16mm sound motion picture film has re-

mained basically unchanged since its intro-_

duction in 1930 Nearly every sciiool in the

country has 16mn projectors.. Equipment for ‘ L
projecting the 33mm filmstrip, 2" x 2" slide, ”
“and overhead transparency is almost as univer-

sally available as are phonographs that will

play 33 1/3 and 45 rpm records. Cassette tape

recorders are becoming incredsingly available.

and some'can be used with gutomated filmstrip

and slide presentations. The 3/1'" video cas-

sette is the video tape format offered by the

National Audiovisual Center (NAC), the agency

that distributes NCEMMH mixed media products,
Tdlthough other video formats can be made avail-

able by NAC. upon request. _ NCEMMH is continu-. . . . .
ing to collect information in this area, and

the staff of the National Center's Media,

Materials, dnd Techrology (MmT) section can

provide consultaticen if{ needed. ' .

7. Sce Anpendix D ‘ ' 2 .
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Rerroduction
in
Guaniliiy

It is$ necessary to discuss technical consider-
ations in order to den! with the question of
quantity reproduction. Low definition media
formats are not suitable for duplication and
are particularly unsuited for reproduction on
a high definition medium. Definition is

simply the amount of detail in the image,
determined by the number of scan lines in a .
video image, dots in a halftone, or 'silver
particles in a photograph. Since video images,

" halftones, and photographs are made up of

many tinycelements (lines, dots, or particles), -
the larger the physical size of that image, the
greater the number of elements there are to.
make up the image and the sharper and more

~.detailed it becomes. :

. . ’*_ N .
Low definition formats, such as 8mm film, and
1/4' and 1/2" video- tape, ar€ suitable for

.distribution purposes, but not suitable for

criginal production because of the inevitable
loss of quality in the duplication process.
This is a result of the limitations of present
technology-, which cannot make an exact dupli-
cate. The loss of quality is magnified when

.one small low definition image is copied on

another of the same size? The duplication prob-
lem is alleviated by the use of a high defin=
ition original for duplication on a low defini-
tion release format. . To «nsure good reproduc-
tion quality, a high definition image recording—
medium such.as 16mm film and 1" or 2" broadcast
quality video tape should he used to produce

the original or master for- .ubsequent duplica-
tion. THe same basic principle holds.true for
recording, although the specifics involved are
somewhat different. In audio recording, a noise
and distortion :.ctor is always present, and it
increases with duplication. To make original
recordings, 1/4" or 1/2" high [idelity profes-
sional quality.equipment’ should be used.

 Two ruleswith regard to audiovisual products

intended for quantity distribution are:
(1) all other things being equal, tr=z' larger

16 lInsuring Reproduction Feasibi
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the—size—of—therecording—medium;—the-better———
the .quality Sf the original recording; (2) dup- -
licates are always inferior to the original.
Finally, -in order to maintain the quality of

“an original recording or negative, stt shoudd-

bé\stored under clean, temperature- and humidity-
contkqlled conditions. Masters must. not be

~

»




played cr projected. Doing so will invariably
result in damage and/or loss of quality.

- An original may be unsuitable for repxoduct1on [

in the same format for®reasons such as an ex- Adaptation
cessively high reproduction cost, a lack of

the necessary reproduction equipment on-the

part of the audience, jor a shift in the equip-

ment standards. In such instances, adaptation

may be the only alternative : ‘

Film and audio tape present” no significant prob-
lem, so long as no attempt is made to record the
original material at other than a standard speed,
~or on an audio cassette or Smm film. With' video
- equipment, the probl=m is complicated. In addi-
tion to the large number of incompatible formats,
there are extant a number of video tape record-
ers that, although  they use the same gauge of
recording tape. are not compatible with those
manufactured since 19Y72. Material recorded .on
these obsolete machines simply cannot be played
on a.-machine with a different scanning pitch.
The result is a continual rolling of the image
This can sometimes be corrected. There are lab-
oratories that specialize in audio. video, and
film “rescue” work and often the results areo g R
good, but costs are ~ery high,- and-the results” )
- areTnever g gomd ds-wnen there is a proper
master in good condition. The most practical
and least expensive procedure 'is to begin by
making a good original in a standard format
such iy one of those suv rosted earlier.

o

‘Feasibility of media reproduction can "enerdll}
be assured if the developer follows three basic
rules:

- ® Use a - high fidelity and high definition
recording medium for original production.

¢ ® Store originals carefully; do not play
- . them. . . .
T *Q“TI”HHHBY§”Eifgf”fbgdrding”thé”suftabirity“”"”‘““”
. Or practicality of using a particular
' format or type of production equipment,
obtain information about the equipment
and the format from an informed sourcec.

~
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TECHNICAL ASSISTANCE

The bibliography at the end of‘ this publicatidn
offers a selection of basic réferences 1in addio-

“visual, film, and television production tech-
" niques, as well as a list of other .technical

reference works. Included in this list are

_references for preparing printed materials.
\_\ N -

AN

In obtaining production information, the value

of consulting a professicnal media producer,
artist, and/or editor cannot be overemphasized
Free-lancers are recommended, although the MMT
staffht the National Center is prepared to
render technical and editorial consgltation
within the limits of its resources. These ser-
vices include information regarding format appro-
priateness and technical assistance in planning

.

and developing products for- distribution. The

MMT staff, along with the aforementioned pro-
fessionals, can be of greatest assistance by
participating in the early stages of product .
development. In the past, developers have too
often sought these skills at the crisis inter——_.._.
vention point in what amounted to salvage and
reclamation operations. o

®. - See page 74 for informatioen dn how to contact
the MMT staff. : o
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If a product is'/considered for distribution by
the National Center, detailed consideration
must be given to legal matters such as obtain-
ing the proper clearances for inclusion of any
copyrighted material in a product. Subject re-
leases must be obtained for filming, video tap-
ing, photographing, and recording the voice

or image of an individual to appear in fjlms,

- tapes, printed matter, or any program components.

t

Copyright is a generic term describing a body . -

of written and unwritten law designed to protect Co@ﬂﬁght
the works of authors and artists. Based on the:
principles of the English Common/Law, which protec-

ted works before they were published, there has

evolved in America a two-pronged scheme of copy- ,
right protection. Each state affords to its na- '
tive authors protection for' their unpublished" EEN

" works. This protection, known as common-law
. copyright, varies from state to staterand. per-

tains only to nonpublished wc ks. Once & work
has been published, this protection will, typi-

‘cally, end. A federal statutory scheme protacts

works after they have been published. This .
scheme, principally codified in the 1909 Copy- ;

‘right Act, preserves authors' exclusive rights

to Qopyf vend, publish, and/or adapt their works.

For the developer, this system of copyright pro-
tection has a dual application. On one hand,

it permits developers to pursue their objective
without fear of miiappropriation by others. On

the other hand, it imposes added responsibili-

" ties for the developer. who may use works that

are not.original -to his or her product and that

Complying with l:.egal Requirements 19
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are already protected by copyright in one form’
or another. Avoiding misuse of such material
can be accomplished, through the exercise of cau-
tion and common sense, coupled with a little
knowledge of what the law requires. Because
common~law copyright .is not uniform and extends
only to nonpublished works, no attempts will be-
made -here to explore its parametors ‘However,
statutory copyright protection is clearly
extended to ull properly registered works of an’
author., Proper registration requires; among
other things, that each copy of the work be
pubtished with 2 proper notice of copyright.

"This notice comprises the word copyright or the

symbol@—— OJnd@ for tapes--followed by the
name c¢f the holder of the copyright and the
vear in which the copyright was obtained. " In a
Fook, the notite is usually found on the back
¢f the title page. In photgraphs, the notice
should be in the lower right-hand corner or on
the back. Motion pictures usually contain only
one notice, generally in the lower right-hand * .
corner of the title frame. Au audio cassette

has the symbols © and ®- on the cassette bogz",,,

It is 1mportant to note that although, pub11~

“cation with a propor notice of copyright is- suf-

ficicat to secure a “‘naked” uopvrxght protec—
tion afforded under the statute is not comp‘ete'
until the Lopyrlghtod work is registered.

This protectlon'extends for twenty-eight vears
with a renewal period of similar length. A
work, in the copyvright sense, is any one of

a large number of items specified in the Copy-
right Act, ranging from books to statues, An

.author in the copyright sense, is the orlglnator

of or moving force behind the production of

the work. Thus, photographers are authors odf .~
their photographs. It follows then -.that an au-
thor can secure copyright proteéction only for’
those parts of the work which he or she anthored.
An author may not copyright-an idea, but can
prevent others from expressing that idea in iden-
tical’ or slmost identical language and/or repre-
senrtation, i

In compiling-materials, developers muy desire to
use works authored by persons other than them-
selves. If so, the first thing that must be
decided is whether using the work constjtutes
copying, in the copyright sense. A copy~need
not be identical. All Li%ﬁ is required -is that
the copy deémonstrate 'su stantial similavity”

to the original work. -Most of the time this is |

Lowoly:ng with Legal Reguirements
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Come

~

2

_~a relatlvely simple evaluation to make,. but-

"there are a-substantial/ number of 1nstances
where the line is nozéé; easy to draw. For
first eight bars of
a popular.tune in an @therw1se original tune
constitute a copying ‘of the popular tune in

v1olat10n of the Coqyrlght A t?" A developer

. might not: think 'so, t there} are a number -

of courts that dp. =R ther thhn deave it up to
‘a court, .the best approach is to proceed with

,'Eadtion If developers have any:real doubts

about the.works they are using, they should
either ask. someone experienced in the field
eggasébme that they are copying and proceed
frf'em there: v

N .
3 X -

. “aferials developed with private or iwnfeder=

.

al funds may .be copyrlghted in the traditional
“manner. This regquires pub11c1t1on .with the

‘proper copyright notice and *the deposit of .two

copies of the work with the Register of Copy-

. rights-at the lerary of Congress. More com-

. A

" pirsuant to United States Office of Eddcaﬁnon
"(USOE) grants® and contracts are also subjéct
"to the copyright guidgdinesiset forth by the

x/th is of part1cu1ar interest to developers of

plete infqQrmation can be oQtalned by requesting

information, .circulars and other pertlnent ma-"
terlals from:9 \

The Register of Copyrights .
Wéshington D.C. 20202 ’

instructional materials that works developed

USOE. The permission df the 'Offide of- *Educa-
tion must be solght and recelved before’ yorks

-developed  under project 'grahtts and contracts
may be disseminated unde copyright. Note fuat
-the -Office Of Educatipn §o

-right the works, but Wlll ‘mérely" authoriXe 'the

es not itself Sopy-

' developer (who is genergllv the contractor/-

' same manner that
»Vately funded work

grantee) to copyr&iht the work -in exactly the

There .are two forms of- cop;rlght authorized
by the Office of Education. The flrstAform is

"knowh- as a developmental copyright. -Its °
. v Al X .

P

A llstln’g @f relevant f‘lrculars appears in

-A\pendlx C.

. . _..‘ . . -'.“‘._x

14

. ._ & vgo T

Obtaznz g

‘¢

Copyrzght 4

Sl

e orQWe would copyrlght pri- - °
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purpoée.is to protect 6ericu1a and other ma-
_ terials from falling into the public dom=ifi -
o “while they are being developed, tested, and; -
evaluated. - '

The second form, known as a limited copyright,

WI O . - . .
SR will protect after publication. However, the
ﬁ?;f'?:' period of protection will be restricted to a

specified limited period. Hence the term -

limited copyriznt. In all other respects, the '
- protection afforded the author under this and
the developmental copyright-is“qpterminous

the statutory -porm. | -

;o The Offjce of Education has develapwd- detailed
7/ .procedures to beifvllowed by USpE—funded devel-

T . opers who wish to disseminate thelr works un-

- der copyright. Because these proceaures are

o~

- tdirly detailed and are subject to periodic
: . ‘ revision, @ summary of their requirements here
; would be ineffective. Copies of the guide-
lines, as well as other information pertinent
to both developmental and limited copyright 'q%
mas, be obtained from: . . R

v
.

I

‘Copyright-Administrator  ° .

National Center. -for Educational T
Communication i .

U.S. Office of Education N

400 Maryland Avenue SW

Washingtoh, D.C, 20202

14

- ’

L 4 If a work 1s protected by-“copyright, develop-

Copyrtgrt " ers must obtuin the permission of the copy-
, feie : right holder before including the work in their
: ’ *, materials. This should be done even if the
’ ’ materials are*not targeted for mass distribu-
L ] tion. The best way to do this is simply to-

. write the copyright holder requesting permis-
sion to use,.the work. The request should be
poth detailed and specific¢. - Included in the
request should be: - , .

e A description of exactly whaf® work
is being discussed

¢ How the developer intends, to use it
® The intended audience

® The intended distribution
LR} ‘ «
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."as specitic as possible.

¢ The proposed publication date
' (] Sample credit line

® Specifics as to royalties or fees, if
i any . ‘
It should be remembered that any reputable
publisher, including NCEMMH, will not publish
a product urless it is certifiably free of
copyrizht entanglements. '

In the production of instructional materials,
a developer will often use students, parents,
school personnel, and other individuals--both
nrofessional and amateur--as agtors or actres-

ses or, to use the more general term, as talent.

It is important that anyone whose iimage appears
in any soyt of photographic reproduction wheth-
er it is/a still, motion picture, or video im-
ape--or/ whose voice appears on anyv varietv

.0f souyAd track--be required to consent formal-
ly to’ the release of the photograph or sound
rec fding: Exceptions are those who are un-
reghunizable und those filmed or recorded in o
pyblic place--on the street or in 2 meeting

taining such a release is crucial. Using the
-photograph or tupe without-consent will of-en
raise questions of possible violations of the
right-to-privacy. The only way to avoid these
problems is to obtain, in advance of the shoot-
ing or recording, a valid relecase of consent
form. ’

//place open t> all persons at all times. Ob-

The c¢onsent must be in wiéting and should be

Note that if the.
persor whpse picture is heing used is a minor,
the consent form must be sipned by the parent
_or guardian. as well as by the minor. All sig-
natures should be witnessed by third parties. .
A consent form should clearly state:

® The type of photographs or sound record-

ings ipvolved

® YThe uses to which th v may be put

w“

i
. R . <.M!"‘ .
10 Sec Apprndix D for o samble talent release
form. .

JAN Coriplying with'Legal Requirements



¢ The projected distribution of the pro-
duct . ;

e A waiver for personal injury claims

e A ricitation of any fees paid or to be
paid, if any ,

. e A granting of a right of final approval
- to the signor
The form must be ¢ ted and, ‘whenever possible,
copies of the dated photograph or recording
involved should be affixed. It is recommended
that a separate consent form or an additional
seclion be prepared for photographs or audio
rocordings for publicity purposes. The signors
should be informed of any changes in the intend—
ed use or distribution of the materials and
should initial their approval of such rhhnges
‘on the original consent “form. The forms should
be signed before the pictures (or tapes)iare
made. Although some of this may seem curmbersome
and repetltlous it should be borne in mind
- that not onFy the success of a product, But the
developer's reputat1on and good standing \1tw1h
the community are at stake. Although not\al’
states recognize a right-to-privacy as su¢ih,
these basic precautionary procedures Shoqu Le
followed.

<> Materials developed (or to be dt\uloped\leh
Pedap il ) the aid of federal funds (directly or indirect- -
Slocoann 1y) must be c¢leared by the Office of Lducatlon

through -its Office of Public Affairs (OPA)§
On one level, the clearance procedures ensure
a4 minimum duplication of effort in, the 1re1 of

materials development. In addltlon the pgoce—
. dures include a preliminary quality and codts
check. i

1
|

To obtain an audiovisual produot clearancef the
project officer, .in conjunction with the devel-
oper, must submit seven copies each of Health,
Education, and Weltare (HEY) form 524-A and a pro-
posa! describing the audiovisual product td the
USOE/HEY Audinvisual Clearance Officer.tl i
The term «udiovisunl materizls,-us defined by USOL/
HEW, refers not only to the conbleted Droduct

11. A copy of form HEW 324-A is included in
: ; Appendix F.

]
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but also to all steps and techniques leading

to the realization of the completed product.

The term wouvers motion pictures, video tapes,

slide shows, filmstrips, audio recordings,
_exnibitory (or similar) materials, design lay-
Tout,.preparation of scripts, filming or taping,

sound recording, editing, fabricating, or

other activities leading to the acquisition
_or dreation of audiovisual materials regard-

less of intended use. . .

Developers involved in writing manuscripts
‘under a USQOEcontract .or grant must obtain a
senarate set of clearances before the manu-
script can be published.l2 Clearance should

be obtained btefore the manuscript is started.
The procedure to follow in obtaining the neces-
“sary clearances. as well as an outline of what
information mu.:* e on file,  is contained in a
booklet envitleu = S

B T T S
FerLnts Fur

and is availuble

il e e

Office ot Public Affairs
The Office of Education’
Publications Branch
Editorial Services Division
Washington, D.C. 20202

12.7 A copy of the HEW Publifation Plan Request
appears in Appendix E. T
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The Media, Materials, and Technology. (IMT)
section of the National Center is concerned
with the reproduction and distribution of
needed products for use in educating handi-
capped learners. To developers »f such prod-
ucts, - MMT offers spec1flc technical assis-

_tance at any stage in a product's development
and in a form ranging from telephone consulta-

- tion to a site visit for in-depth planning.
Staff members of MMT are available to answer
qQuestions and to offer suggestions and/or al-
ternatives in such areas as: distribution plan
development, media production, editing and
.design, packaging.considerations, market analy-
ses, legal requirements and con51derat1ons
to ensure distribution, publisher contacts,
and competitive product searches. It performs
these services within the limits of budgeting
and staff-time constraints. .

In addition to providing this technical assis-

tance, MMT‘is a functional liaison between the

developer of a product to be used in educating
the handicapped and the child or ‘educator who
needs -that product. The goal is to get into
circulation those worthwhile products for the
handicapped that are needed, but tkat are not
currently available from other government or
commercial sources (the Natiomal Center does
not consider or distribute any commercially
developedematerial). ’

THE ROLE OF THE DEVELOPER

To arrange for the successful production, pub-
lication, and/or distribution of a completed

product MMT requires the dexeloper to follow -
a standard procedure:

-
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¢ ‘Send an initial desur1pt10n of the
product.

-

e Complete and return-the NCEMMH Prod-
uct Intake Form. ) }
® Send the product prototype or master
_if requested.

- e Be available to cooperate with MMT
editorial, design. and media ‘special- -
ists in the final preparat1on of T
the product. 5

IS ~

Product deévelopers who wish to distribute-
their products through the National Center
should begin-by writing a detailed description
of the product u51ng the follow1ng outline

- form:

e Instfuctional objective(s)
» Major subjeéct area and skill ‘ .

® Handicap group(s) for which the prod-
uct is appropriate

. Interest level

® Instructional lé&vel

‘e Media format 1

® Intended use {individual, small or
large groupos, with or without teach-

er assistance,

L] Stage]of development (idea, dra:it,
prototype, field tested) =«

® Testing results or plans for validation
The description should be sent to!
Media, Haterials, and Technology Services
Vaflonal Center on Educational Media and
Materials for the Handicapped
The Ohio State University
Columbus, Ohio 43210
The product should not be sent with the letter.
32
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"If the prescribed information- indicates that . o

-the product will probably meet the selection. hmdu;t
criteria, NCEMMH will request the_developer to Intake
complete the Product Intake Form. 13 This form Fonwd

is admittedly rather long and complex. However,
to perform its clearinghouse function effec= -
tively, the National Center must be able to ob-
iain certain vital information and .documentation
from product developers.These include verifica- .
tion that the developer has obtained such neces-
sary legal clearances as subject and conyright
releases. The form also asks for verification
that such master materials as photographic
~negatives and video and audio tape masters are
in existence and in good condition--an absolute
"necessity if a product containing film, photog-
'raphy, or magretic recordings is to be repro-
- duced. . -

Once the National Center has finished. its check -

of the completed Product Intake Form, the devel- M
oper is asked to submit a distribution or pro-- Product
totype copy (and/or manuscript) of the  product.

Master materials should not be sent until they

are requested. All materinls sont should be

insured. S .

When the Intake Form and a sample of the prod-

uct have been received. a scereening procedure

begins, to decide whether the material should

be distributed;. what, if any, modifications . .
- should be made prior to distribution;--what level ’

of investment_in-the materials is, uarranted and, v

flniTiv what method of dlstrlbutlon can best be

_used to reach the target audience. This screen-
“ing normally takes about one month folloulng the
receipt of the completed Product Intake Form and
th¢ sample product. Upon completion of the
screening review, .developers are notified of the
screening decision, and all products not selected
for- extended review are returned, accompanied by
explanatory comments.

. .
For products that are accepted for cxtended re-
“view, at least another month is required after
the screening revicw is completed. At the end
of the extended review, developers are again
notified, products requiring, Slgn1flcant develop-
m2nt are returned, and reasons for further devel-
opment are expla‘ned. Products may be” resub-

13. See Appendix B.
v )
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mitted, but only if the developer can demon-
strate that changes and imgprovements are in
accordance with the recommendations of the
screening or extended review. However, no
guarantee is made or implied that the product
u111 be accepted after a second subm1551on

for those products identified for distribution
by NCEMMH, masters are requested and prepa-
ration is made for either commercial or non-
' - ] commercial distribution. Whatever means of

. : distribution is chosen, contact is main-

. " tained with the developer, and recommenda-
o tions from tine.developer are welcomed .through-
" ~ out the production, dlstr1but10n and promo-

tlon stages of all products.

THE ROLE OF VCEM“H

G

'”\; NCFV“I is spec1f1ca11y searching for child-use
) and media-training materials and selecting
! . these types of products for distribution con-

sideration. With regard to such products sub-
<. mitted by a developer to NCEMMH, the MMT sec-
- tion of the National Center provides services
' that include:

® Reviewing products to assure their
appropriateness. to the ALRC/SO/NCEMMH14
program, the effectiveness of their
e ~ instructional design for the handi-
capped, and their marketability for
commercial or noncommercial pub11ca—
tion and Jlstrlbutlon

® Providing productlon expertlse in such
areas as editing, designing format, x
» copyrighting, preparing legal releases,
- : - ~ and packaging, -to assure the»read1ness»m
' o ' of the product for reproduction and
distribution
. i
e Arranging for product distribution
and promotion

L . ”. Initial consideration of a product begins as
Review . soon as the developer offers the material to-

- -*  the National .Center for distribution con-
sideration. 'The evaluation process starts
with a screening performed by MMT profe531ona1
special education, media, and editorial staff,,
as well as by profe551onals from outside the’

T4, See Appendix A for explanation'of this
program. ' , v ’
30 Working with NCEMMH L
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National Center. The evaluation is based
on the -fnllowing considerations:

® 'Pr*orities established in cooperation

with the Bureau of Educatlon for the
dand;capped

Need for the product by the spe01f1ed
target populatlon

Evidence that the field is aware of
the need and wants access to a prod-

ﬂuct that would satisfy the need

Nunber and quallty of competltlve prod-
ucrts availaole

Prevalence of the content of the prod-

"uct 'in the curriculum of the target

populatlon

State of the product for review; that
is, wheéther the product is complete
enough to be reviewed, whether it can
be reviewed in the field or requires

an on-site review because of its physi-

~.cal size, wirether the "information re-
quirements for entry into the review

process have been met:'as determined

by the Product Intake Form and, finally,

the cost of providing sufflclent copies
for rev1ew

The MMT screening review and accompanving com-
petitive product search determine whether

a product will be entéred into an extensive,
review procedure: . Extended reviews are per—
formed by experts from outside the National’
Center who -approach the products from three
broad areas of concern:

® Accuracy of curricular content to deter-

mine whether there are erroneous con-

cepts, facts, approaches .

Suitability of content treatment for
the target vopulation to determine
the appropriateness of -the learning
objectives and activities including
adequacy of instructional design, ob-
jectives, and organization of the ma-
terial ) :

Working vith NCEMMH
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e adequacy Of mediation to communicate
the content and to accommodate the
< handicap of the learner

It is expected that all products will be ac-
companied by ficld-testing results, but occa-
sionally further field testing is requested
of the developer by the reviewers. In such )
cases, rhe services of the Specialized Offlce515
might be available to provide appropriate field
testing of the product prior to further distri---—
bution consideration by the National Center, or
the developer may be asked to field test the
product moxe e\ten91\e]\

> Once a product has passed through the screening
Proaduction and extended review processes with favorable
recommendations, MMT follows one of several
courses towatrd enterlng that product 1nto aiz
tribution. - Products for which there is a need
but an audience too small to make them com-
mercially marketable are known as "thin market"
products. In instances where a valuable prod---
et received by NCEMMHE has such a limited
distribution potential thdt ‘it ‘would not be of
interest to commercial. publishers, the National
Center functions as the publisher of the thin
market product, providing all editorial, pro-
duction, distribution, and marketing services
necessary for noncommercial distribution. In
this process, MMT editorial, media, and de51gn .
, perqonnel cooperidte with- thc developer in “ready-
s .. ——-=—""4ing the product for reproduction, following
editorial and technical standards similar to
c . those of commercial publishers. When a product
) is ready for reproduction, masters are -dupli-
cated in guantities sufficient to meet the need
. for the product <, .
If a product has commercial potential, MMT
attempts to arrange for commercial distribu-
tion. In accordance with Office:of Education'
guidelines, MMT develops a Request for Proposal
(RFP) and sends it to publisher /dlstrlbutors
considered to have an interest-in producing
and marketing the product. Upon recelpt of
proposals from commercial publishers . the
National Center (with the aid of an external
review panel) determines which proposal\affords

N
N,

N
15.. See Appendix A for an explanl tlon of tHb
cD@(l&llZGd Offices.
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the greatest potential and awards a contract

+to.a publisher to produce, sell, and distrib-

ute the product. Products made ayailable

through an RFP are not edited or prepared in /
any way by MAMT. All review and field-test ; ’
data arc provided to the commercial publish- )
er. along with the prototype product so that

the publisher has all essential information

to issue the product according to ‘National

‘Center recommendations. The National Center

assumes the role of publlsher for RFP prod-

ucts only Wwhen no commercial publisher wish- . .
es to distribute the product and the National

Center can distribute it economlcally

Products publlshed by commercial publishers @ .
are, of course, distributed by them. NCEMMH- Distveibution
publlshed products that~are print only. are “and
distributed through the Ohio State University Bromotion

Press .in Columbus, Ohio; audiovisual and
mixed media products are distributed through
the National.Audiovisual Center in Washington,
D.C. A limited number of all products pub-
lished through the National Center, whether
commercially or noncommercially distributed.
are made available on loan through the
bpe01a1 Of fice for “aterlals Distribution in

Bl'oomington, Indiana. ‘ i S

e ——
—Products pubTished by NCEMMH are publicized

through the Ohio State University Press and.

National Aud10V1sua1 Center catalogs, through

the liational Center's catalog and newsletter

( 4prepos ), and through information fliers.

Advertising in national publications, at con-

ventions, and through appropriate organizations

is also a part of the publieity campaign for S A
many products. Commercial publishers that :

are awarded a contract for a product through the

RFP.procedure are responsible for publicizing

that product. The National Center does facil-+

itate publicity announcements for commercially

distributed products in the form of news re-

leases to journals and other publications. All Ty
‘publicity announcements specify the distribu-= k
tor .from which the product may be purchased.

o . : e

3

o

Working with NCEMMH 33

:3!7 . . T
¢ . L

ERIC

Aruitoxt provided by Eic:



<

@Q\Q’“Dvﬁg o '.‘ | ‘ | | |

)

-Appendix A:" 'BEH Learning Resource Centers Program 37
Appendii-B: Product Intake Form 41

Appendix C: Publications of the Copyright Office 53

Appendix D: Samplg_Talent Release Form 55

Appendix E:. HEW Forms 57

- “

SN S RS

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

1 ’ . - »' . [-v

fror the past decade, the Bureau of Educatlon for the Handi-

general goals may

capped (BEH) has sponsored a variety of projects to research,
develop, and distribute instructional materials for the han-
dicapped as.well as to stimulate local and state education
agencies toprovide media and materials’ support serviczs

for the handicapped. One such project is the Area Learning
Resource Center/Specialized Office/National Center on Edu-
‘cational Media and Materials for the Handicapped (ALRC/SO/
NCEMMH) program sponsored by the BEH Learning Resources

‘Branch (LRB)

Some localities have outstandlng programs for educarlng

children with handlcaps utilizing media, mategials, and

educational technology resources. Handlcapped :.children in
other localities, however,.may not have access to the '
number and quality of resources.- The program of the Area _
Learning Resource Centers (ALRCs), Specialized Offices (80s),
and the National Center on Educational Media and Materials
for the Handicapped (IMCEMMH) helps localities, states, and

. regions to provide these resources. The underlylng aim is:

to increase and to [improve opportunities for handicapped
children to rece1v, the best possible education

_Jrhe_ALRC/SO/NCEM“H program is designed to 1nterface with

dia-materials programs and to provide sup-
o those programs so. that the follow1ng
beachleved e .

local and state m
portive services

¢ Where appfopriate materials do ndt exist to meet
the needs| of hdndicapped students, needed materials
can be niglde available through ddaptatlon/modlflcatlon
of existing materials and/or development of new ma-

. terials to meet identified student needs. .

® Where users of materials are not aware of existing
materials that will meet the needs of the handicapped,

informatlion about relevant and usable media and mater- -

ials wilfl be made available to the potential user.

.® Where users know about the availability of existing
materials. that will meet needs of handicapped stu-
dents, but do not have physical access to these ma-
terlals, materials-will be made accessible on a con- -
ven1ent basis., . .

® Where materlals are accessible but the potential user
" * does not know how to use them effectively, users

will have access to information and assistance in

the use”of materials. -

BEH. Learning Resource Centér Program 37



O

ERIC

Aruitoxt provided by Eic:

o

/

Ne ~. Co . .
B RN ~
ey . .

. . W . K3 . P
Each component of the ALRC/SO/NCEMMH program has. ari~identi-*
fied mission which, when added to "the mnissions of other.pro-
gram components, provides the comprehensive services to.sup-
port the above goals: ’ . . T . A

Arca Learning Resourge Centeds stimulate state program dével-’
opment of state and intrastate media and materials services
and promote training of instructors in the selection and util- .

ization of special education instructional materials. ALRCs
. - 4 . . . -
_serve single or multi-state regional areas. S

'Thfee specialized offices, for the viSuélly iﬁpaired (s1),

the hearing impaired (S2), and the otherwise- impaired (S3);-
identify existing media and materials usable with handicapped{_
learners or determin€ which materials can be.adapted for use’
and/or néed to be developed for use.. Materials identified

as usable with the handicapped are entered into the National
Instructional Materials Ihformation System (NIMIS), a com-
puter-based information retrieval system located at NCEMMH.. -
NIMIS provides a naticnal resource to the ALRCs in responding
to information requests. The mission of the fourth special- '
jzed office (SOMD) is to deliver on aj)loan or rental basis
those materials which are selected a described by S1, S2,
and .S3 and entered into NIMIS.. SOs provide national services.

The National Center on‘Educationdi Media and Materials {for!
the Handicapped assists in identifying needs for :child-use. ..
instructional materials’ arranges for distribution of néwly;'\\

" developed child-use and media-training materials, operates

38 BEH Learning Resource Center Program

NIMIS, and provides coordinative services to ALRCS and. SOs.. -
NCEMMH provides national services. ' '
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. Relon/ \ter ____ .,-‘,‘
Where to Obtain Information in Your Region . 9 \onhc.m Al R( o L
Corncerning Learning Materlals for the 168 Bunk Street S
v : [
Handicapped : Hightstown. New Jersey 085200 .0 <
If you need information ahout learaing ma- (609) 448-4775 YA
terials for the handicapped, contact your local 10 New York State ALR
learning gesource cénter. The name of the local SSEIK S Pl Room )|7
learning resource cenler nearest you may he Albany. "New York Y2234 g L
obtained from the Ares Learning Resource Cen. \‘- 18 474-2251 »'".
ter (ALRC) in your region. The United States is 11 Pennsylvania ALRC U
divided into thirteen regions in the ALRC/SO/ 873 North Main Street
NCEMMH program. The Tollowing list of ALRC © Doylestown. Pennsylvania 1896,
ad?ncs and phones gives the reg:un num- (215) 345-8080 - -
r each slale 12 Mid-East ALRC 3%
’ . . University of Kentucky )
' . 123 Porter”Building
: ie\mg;mn Kentucky $0506 .
39 - a3
Directory of Area Learning n‘:""” °5“’-;
3 Southeast LRC
Resource Centers (A&RCS) Auburn University at Montgomery
. . Montgomery, Alabami 36109 R
Region c,,,,e, ] (205 2799110 Ew. 258 o-r 8
1 Northwest ALRC. v Serving All ALRC) ¢
Untversity of Oregon : ¢ NCEMMH Coordination Services
Clizical Services Building. l‘p&rd Hoor National Center on Educational Media
Eugeng, Oregon 97403 and Matenals for the H.mdu..nppxd
(503 886- 3591 The Ohiv State U nnc;sm °
2 Californis LRC Columbus, Ohio 43214 <
600 South Cummonwcalth Avenue, Suite 1304 © O 613) 422-7596 '
Los Angeles. Cahfornia ‘N)O(\< .
QIN3RI2I04
3 Southwest ALRC
New Mewuco State Unisersity p
Boy IAW ‘
Lac Cruges. New Mewco B8O -
(505) 6461017 S i -
4 Midwest ALRC '
Drake University
1336 26th Street
Des Moines. towy S031}
(S15) 271-39581
S Texas ALRC
The U iversity of Texas at Austin
Collesgge of Education Building
1912 Speedway ;
Austin, Teaas 78712
1S12) 471-314S
6 Great Lakes ALRC
Michigan Department of Education
Special- Education Services
P.O. Box 420
Lansing. Michitan J8902
C ST 3739433 .
7 ALRC #7 .
Matertals Development and Dissemmation
Specialized Educational Services
Iitinois Office of Education
100 North First Street
Springfield. Nlinois 6277 r
717' ‘,31 ﬁ4]6 g
8 (hio ALRC
933 High Street A
Worthington. Ohio 430KS X : .
(614) 466-2650 . BEH Learning Resourcg Center, Program 39
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Region State Region State -
13 Alabama © 9 New Jersey
I Alaska . 3 New Mexico
R 3 Anzona--— - 10 New York
4 Arkansas 12 North Carolina
- 2 California 4 North Dakota
“ ' 3 Colorado 8 Ohio .
Y Connecticut 4 Oklahoma
- 12 Delaware 1 Oregan
12 Divrct of 11 Pennsylvania
Columbia Y Rhode Island
12 Flonda 13 South Caro'ina
13 Georgia - ; 4 South Dakata
1 Hawaii 17 Tennessce
- S 3 -1 1daho S Tenas
7 Minois 3 Utah
6 indiana 9 Vermont
- 4 lowa 12 Virginia
- 4 Kansias 1 Washington
W 12 Kentuchy 12 West Virginia
13 [ouisana 6 Wisconsin
9 Muine 1 Wyoming
12 Maryland
9 Muassachusetts - Burcau of
, 6 Michigan tndian
- 6 Minnespta Affairse
13 Mississippt schools
4 Missoun I Guam
. « | Montana 13 Puernte Rico
4 Nebruska © 1 Samwa
* 3 Nevada 1 Trust Temtory
9 New Hampshire 13 Virgin Islands
Directory of Specialized
Offices
: Special Office for the Visually Impajred
American Printing House tor the Blind
s 18gY Frankfort Avenue.
B, 6088
l,u, swille, Kentucky 40206
Specialized Office for the Deuf and
Huard of Hearing
Barkley Memoral Center, Room 38
University of Nebraska—Lincoln
Lincoln. Nebraska 685K3
(H12) 472-2141
Specialized Office Three
467 Wisconsin Rescarch und
Development Center for
Cognitive Learning
1025 West Johnson Street
Madison, Wisconsin 53706
(604) 263-7851
Special Office for Materals Distribution
Indiana University .
‘Audio-Visual Center .
Bloomington. Indiana 47404
(R12) 337-2853—Muin Office
t812) 337- 151 —Clircnlation Depariment
.40  BEH Learning Resource Center Program
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Product Intake Form

NEDIA FORMAT:  Print _____ Nen-Print

Required. Equinrent for Use
. K

DISTRIBUTION

-

tunber of cobites reproducedt to date

Tvoe of distribution: __ Llocal

dave all copies ased for field tostina and/or distribution been marked as

Descrite brinfly

Product iIntake Form

State

Yo, %o 1f no, was usade atherwise exoressiy restricted?

Paqe ?
. Mixed
tigmber Distributed _
_______ Hational
coovrichted?

o

~



).

'

product Intake Farm . Paar

MATERTAL AND CLEAPAMCE STATUS EXPLANATION

The following check Tist is a quick reference auide to determine the status of a product with
regard to its completeness. All sections shoul- have a response. In some cases twn responces
will be appronriate, e.q., an iter ray be complete and available or completed and not availahle »
if lost or destroyed. +f a clearance has been obtained, documentation should be availahle and
indicated as suc he loss or nonavailapility of dncuments on product materials can hampner
and.in S 5es preclude publication. . Nevertheless, the earlier t%is information becomes
2Z7e, the better equinped our staff will be to work on solutions to this problem.

A - Coumpleted D - hvailable
B8 -~ Partially Completed 7 [ - hot Available
C - Proposed . f - Other {please enter corment)
NA_- Not RApplicable I

Coments dnd Tocation

Froduct Originals

Product Printing Masters } ABCODEF

-
Product Prototype [ ABCOEF - -
Work Prints ABCDEF - ————— -

Test Mrines

ALCDEF

Product Distribution

D o o e e e
Fiold Te<t fecumantation | ABCDELF
piease Soeward) o L
Talent Peisases ABRCDEF

Permission to use cooy- |
righted Music or Other AgcCotr
Included Material i
Cffice of Public Affairs ABCODEF
A-V Clearance (1€

fedorally fundec) L L
Script- {learance ARBCDEF
JLBEBER funded)

et ¢ ey =

Covelopmental Col.«ri';ht ABCDEF
Authorizaticn {includ- -
ing gate) :

Product ‘Intake Form 43
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Product Intake Form

Page 4

Dissemination Ccpyright ABCDEF
Autnorization {includ-
ing date)
Copyright ABCDEF [~
b
44 Product Intake Form -
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Product Intake Form X Paqe 5

PRODUCT COMPONENT CDENTIFICATIOM

{See following paqes for instructions)

1. Parts identification: Prototype or Distribution Copy. List each part
of the comolete nroduct--as it is intended to be used hy title and
tormat. . - § <

¢

E

List 0f oriqin,] materials. List by title, format, cauge, recordin
sened, ard recarding standard all oroduct masters that you hold that
have been used in the reproduction of the product. Be sure that each
siecn of tne product iy identified bty the title of the part to which
it helrnas,

s addieiany) ghepe iF rpadadl

Product Intake Form

oy
.
i
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Product Intake Form o . : Page 6

3. fGive a statement of the goals and objectives of the product. (This should
be taken from your teacher's quide, which should be part of your product.)

4., Make a summary description of the product for publicity release purpoﬁes.

‘ 5. Include a packina Tist for each hox mailed.

BERY

.46  Product Intake Form , .
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Product Intake Form. . B o page 7
PARTS IDENTIFICATION

Below is a sample of the completed section for this form identifying ae
the parts of the finished product and the original materials used to re- o
produce the j;roduct. For furtner information, see the reference list for.
product repriduction components. 3 »

(Sample)
1. Parts ldcntificl'ation: Prototype or Distribution Copy |,

List each part of the complete product, as it is intended to be
used, by title and format, e.g.,

Teaching the Exceptional Child - 16rm sound film, .
3 minutes (distribution copy) N

jour Lsceptional-Child: _Information for Parents -

»00hVWt, 37 pages (distribution copy)
2. List of original materials.

. List, by title and format, gauge, and recording speed all product
zasters tnat you hold that have been used in the reproduction of
the product. be sure that each segment of the product is identi-
t1ed by tne title of the part to which it belongs, e.g.,

Recording
!em Gauge  Format .Speed Ho.
1 "A" Roll Positive 160m: Sound 1
2) 8" Roll Positive 16n8n ~ Sound ]
3) buplicating Negative 16mn °© Sound 1
4) dagnetic Track 16mm Sound . 24FPS 1 s
5, work Print 16mn1 Sound 1
6: Test Print Y€ . Sound 1
7i Release Prints . Térmi  Sound 3
\ Your Exceptional Child: informgtion for Parents
. . Recording
lren Gauge
. 1) Urigyinal Type Scriot g-1/2"x11"
) Original Art Jaork 5" x7"
3} Photo Negatives 35mm
2} Photo Positives 5"x7"
5) dooklet Durmy G xo"
6} Offset Pletes 18"x14"

— (Ubetach this page, LU HCY RETURK)
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Product [ntake Form

3.

A statement of the goals and objectives of the product.

GOALS AND. OBJECTIVES . ~

A, To make parents aware of who constltutes an. "except1ona1 child."

48  Product

O
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B. To inform parents of the special.problans involved in teaching
exceptional children. ’

C. To demonstrate the most up-to-date practices in the education
of exceptional children.

A summary description of the product for publicity release purposes.

Intended for parents of exceptlonal children, this package pre-
sents an overview of the educational opportunities afforded these
children. The film and book aid parents in identifying exceptuona]
children and in providing these parents with information that will
enable them to get the best educatlon possible for the1r exceptlona]
children.

v

Include o backinq list for each box mailed to the HCEMMH, e.q.,

BOX =1
Title 1tem Quantity
Traching the Esceptionsl Child 16rm §§U"d filme 1
5 - 3 . -
ENVELOPE =1 .
T Title ' Lo izem Quantity 7
Yeur Exceptional Child: In- Booklets ~ "3

forination for Parents”

{Cetach tnis page, DO %0T RETURK)

Ul
o}

Intake Form
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Product Intake Form. Page 9

-REFERENCE LIST FOR AUDIA-YISUAL
v
PRODUCT REPRODUCTION COMPOMENTS L B

i
.-~ The following list has been prepared as a guide to aid in identifying and
orqanizing the master materials involved in the reproduction of products, This v
list-attempts to be comprehensive in the notation of possible components: that
may be created in the production of various audio-visual materials. «This is not
to say that all of these components witd~be produced or will be ‘extant at the
time that the product is~subpitted to NCEMMH,

1 Pnatparaphs (fio Format) fauge is determined hy-image size of master

Nriainal positive
Duplicating neqative
Pelease print "ositive

. .

2. \Master positive . -
3. [Duplicate neqative » 1 3.
1. Pogitive prints .

\ ’ - I
S1ides an\& Filnstrins (Na format for Silents) - {Sound Format) - Audible tone .

%\nriginal neqative or 1.

. a9 hz,.8N hz, 100 hz, 100N hz. Rauaes for slides 3re =
N\ T2nx2M, 2-17a"2-173", 3-1/4"x&" for filmstrips 15mm and
N Aoy . . o
N Spp,
S
\\ .
Ay - . . .
1. COriginal negative or - 1.. Oriainal positive
2. Dupiicating pesitive ) 2. Duplicating nenative -
3. Muolicating neaqtive . 3. Release print positive
1. Reléase rrint nogidive Lo .
\\ . B i . ’
. Lo N . RS
. . N - :
“otion Picture Films - Tarmads (sound, silent, ‘scund cassette, -silent cas- i
o - settel recordino sreeds (21 FPS, 1hmr, 2Wem, 18 or
2 EPS N\, Suser 9m)  “auyaes are rm, 16mn and
I5mrt.
. )
1. Picture Menative - A 7 7 rolls\\ nr 1. Picturn nositive
(i), A% B rolls (16mmY, and N\ 2. tot aoplicale
A roll (35mm) . N 3. Dunlicatine negative
2. Nuplicatine nositive N\ 4. Same
3. Munlicatina neqative \,\ 5. CSame
1. Original sound recardina - N &, "Sarme . . )
174" maqretic tape with svne  ° 5 - . . .
nuise, 16mm maanetic il RN
Sre pagnetic film - “\\
5. Sound recording negative . \ . u
{antical)
6. Release orint positive - \
{include wnr¥ nrints and \
test prints) . N\
. \\
- . N
" . T AN
\.
\
(Metach this page, DO MAT OFTHRNY '\
. N
\
\

.49
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. Audiv "pe Formats (cassette and reel; monophonic. stereophonic: 2, 4, 8 track} "_
K recording speeds {-7/8, 3.3/, 7-1/2, 15 IPS) hauges 1/8" {cassette}

1/8% and 1/2" reel. S .

i. Criginal master -
Z, Qubbing master
3. Release copy

-
7

Yideo Taoe Formats (cassette and reel}, recording standards vary accordinn to -
the make and rodel of video tanme recorder; desianate video tapes-hy

Make and Model Mumber of the machine ‘the edited master is recordsd

on. hauqes are 1/4%, 1/2%, 3/4", 1" and. 2".

P .
Original’ fecordings - ) ) .
Edited master : :

Duplicate master (optional)
Release copy

o N —

kl

.

Audio Disc, Video Disc Formats (Audio.disc} (monophonic, ‘stereonhonic) FRauoes

are 7", 10", 12", recordino sceeds {33-1/3 rom, 45 rom}

. (Video disc) BCA, Phillips standard nauaes not vet
determined . ) e

1.- Magnetic tape master
2. Disc mastér 7 : )
3. *other for duplicating stampers {ootional)
4, Stamper - ' . Y
5. Release copy ’

4 . IS
Audio Card Sets Designate format by make and model of machine on which masters

were récorded. Desionate aauqe by indicating card size.

. i

Print Materials In-cludinn Haps,--rlash Cards, and Art Work (No Format) Rauge -is
- . B by size of oriainal or master o

B

Original typescript ! . s
Oriqinai art work e :
Mimeo stencils

Ditto masters N '

Photogranhic materials .(see Still Photoaraphs)} .
0ffset plates . : "
800k durmy (camera ready copy) .

Distribﬁtion copy . B

W~ &N~

Transparercies (No Format) Rauge is 8-1/2"x11"
1.  Original art work

2. Offset plates {optional) : e
3. Distribution copy -

) L

~
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Aruitoxt provided by Eic:



, .= - . o . .
“
Product Intake Form . . Paqe 11
Models, Realia, Toys, Pupnets (I‘lo tormat) (Mo aauﬂe)
fGive a hrief descrlptmn to include size, wemht. LO]O"'. numher and con-
o a structwn materials, as you deem appropriate.

. o

Other ) ’
. .
(!f your media and materials do not f1t any of the preceding® catogomes. please
describe in detaﬂ 1. )
~ S
LY - .
. <
A :
-+ ‘N L}
P
2
. .
' J(Petach this panes, B 0T PETUPN) .
] S - \‘ .
P : - : b . ’ .
. e
© ' Product Intake Form
s * ' .
3 ¢ D O .
° LY -

O
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3 - . . : & . v ) \..
C . . . . - e )

General IﬁfdrMation on Copyright- Clrculan 1. 11 pages \1971

\

Thé CAPVrlght Office. Circular 1A. 2 pages. 1971. .} \

L% ‘

Regulatlons of the Copyrlwht “Office. (Code of Federal Reguba—
-tions, Title 37, .chapter‘II‘i Circular 96. 11 pages 1969

l

C1rcu1ars on spec1flc cdpyrlght su/gects are anlldble Vo \

These include: - - . \
-+ vAssignments and Related Documents : \
Audiovisual Material"
Authors' Publlshlng/and Bccordlng Arra gen nfb‘ 3
Books and Pamphlets \ : .
Cartoons and Comic Strips »_'_ : J
_ Choreographic- Works . T
1 . Lomputer Progrgms i LN
" Contributions to Perlodlcals i e e
Copyrlght Notice : F S .
. . Dramatico-Musical Works . . . e .
Fair Use . Cos s
Games ' . ' o
"How to aneStlgdte the Copyrlght Status of a Work
International Copvrlght Relations
Letters Diaries; ,and Similar Personal “anuscrlpte
Looseleai Publications 1ot B
a Motion PlctUres' -
‘ L Musical Comp051t10ns
New Versions 'and Reprints

A Perlodlcalb i ~ *
rE _Plctprlal Graphic,” and Sculptural “orks .
: Poems and Song Lyrigs -~ o, '
Prints and Labels- ! ' . . ¢

_ Radio and Television Programs
.W °  Rengwal of r‘opyrlgh/t . -
~ . e
Annual Report of the Reglster of Copvrlgh;s Coples are }
available. fpr the fiscal years béginning w1th 1962 Certain
edrller Reports are. also avallable :

»

i : y . -/
' T . R ’ . . ’ o
AY PR /.'. i .
- " .
A . :
~o. . .
K-
- . t
- e “ .
. ‘Publications of.the Copyright 0ffice 53
» * . .
. 4 ...‘ - "ﬂ.. ‘. ‘
S i b o . . -1 g
R T L - 04 |
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- Consent for Photography

Complete in duplicate. The original copy is to'be placed in the project
.file, the duplicate given to the subject. R

I. _,._give my consent to.be photographed/.
Subject, Parent, or Guardian .

for my child, ", to be photographed and for these

photographs to be used ir educationa) ana publicity publications of The National
Center on Educ:i“ional Media and Materials for the Handicapped.
I also give my consent to the use of these photographs in commercially

produced educational materials and publicity for those materials.

Witness:
. Signature of Subject, Panent, or Guardian
- Date
g Address
City. State, ZIP Code
Area: ) Requested‘by: . Date:

Tyye»of Picture:

O color [ Black and White (J Still Photo  [J Lantern Slide

.

{ silent Motion Picture {0 Sourd Motion Picture (including permission
: to record voice)

Finished Materiai for: .

{Project or Publication)

Sample Talent Release Form 55

< 55
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HEW-615 : . ’ - -
OASPA /74 :

3

DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE

Publication Plan Clearance Request

INSTRUCTIONS - To be completed in triplicate | . - | Date of Request:
- for each non-ad ministrative pubhcaticn and sub-

mitted 1o the OASPA through Agency/Bureau

Office of Public Affairs prior to any significant

Requesting Organization
(Ageney, Bureau, Div.)

amount of publication project development work —
4 e e e e e
’ Cortact ’
Title

1. I’n.\pu\cd Working Title

i Df!?W Publication Number (1f apslicabli) & _ L '

2. Type of Publicaty:

3. lFrt'qucm'\

- / :
Weekly, - oMl L L Sem-Annual ]
N i
Biweeekly (L e thly [ Annual =
Quarterly . Sumele fsumnee 3, -
3. Prompoved Formrar
Kl * PR N oL o Pnnting oo R B
T oh {1 GPO | ] HFW -
Other (Spectl s ol e e —————
—— { [
N New Publtion | ] Repnint § | Rowmon | ] F
6. " Number of Copues Project. 1t
a Officaad Ditpbuuen e — N L
b. Nooof Additonal Copies Proposed tor Sale by Su;\\ Dogs. or HE Wi Agency
. p ) e e e
7. Estunated Lite of Publication S, !
B Justification  See Instructions and attach separate shéet tor answenng the following N
A Purpose ) B 1 uuh:m\: of Nead
. P :
Ce Utihity B Publicat.pnd supports what program
: : abipe :n_\\whn iy 3
< [ ;
[RISNY] it /
U
B . /
) ; / J— 4
. A i .
N ! “~
\ ‘ HEW Forms 57
, ' / :
. Bgl
- 0 it
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9. Is there a specific legrlative mandate for this publication?

Yes | ) No [ 1]

(f Yesjspeafy

target audience(s) for this publication?
b.

10. Whats/are the

. { N
a4 Target Audience Est. Total Universe

Est. st Impact

LA Disléibuﬁlm bl;;n: lndl‘c:llt ho\; this pul;hc;m;)n will I:c distributed.

’

14 Costsipnrinueg

A Compiling. wnting Jﬂl,. vditing NG
L .
. B Contractital Services : ‘l)"-_\ ();-h;r_ ‘
i S — Voo —

B. Date Mailtng Lists Last Circulanized [
12, Manuscript Time Schedule '3 Funds
A Proposed Start Date A. ls proposed publication within approved
: ; publwcation program and allotments? -
B.  Proposed Completion Date e e

No | |

Yes | |

Project will be charged 10
{Approprction) :

Bt prnting costs
(dne, bt Fracurcmendy

15 Approval by Operating Unit or Departmental Offive Submitting Publication Convept.

A bssuing Otfwe Director B

!

/ C

j

Agency/Bureau Publication Clearance Officer

N\

[ 1o Action by OASPA

C I} Cleared |1 Provivonally cleareid BY (Smenature) - e e e
I ] [haapproved 1] Withdrawn by Buresu Date .. e
|
, . .
/
' 58  HEW Forms
: ' s
‘ ¢

O

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

o

N

DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE

REQUEST FOR AUDIOVISUAL MATERIALS

te IYPL OF AVERODECT

0 Monon Prtare Bl
2 Nader fape
oD A Renording
TNt Proqectno
T3 atarny
L Other Apeon . - R

2a CATHGORY

T Copammgeattons Pabho Aitar,
U Public Senvice Armatiicement

i News

Documentates) ol byvens
7 Public T ducation
TOher (e . O

TECHNICAT SPECILICARONS (Clhecheall apyilicabide s

T -
AR YU . S Caloyg
71 e T OB&AW
1 Wm 3 Stk Foe
i3 Sennd ' Lve Shost
71 Video Lapowsive L o0

4. DISTRIBLUTION

o Py Audienee L el

b Seconuan Audienee o -

MWW 523 ARG ¢ "0

Ny hange 0 teema, dollat amounis s paadinnns, of addgengsan e made
withoat the wntico approsal o ALY,

HEW Forms 59

t

A Request of Date -

B Requesing Organization
1Agency, Rureate, Division}

th WORKINGTITLE

1o PROPOSED LENGIITIMING)

2h  PLRPOSE STATEMENT /uuch Scope of Work,

o wralanic!

2¢  PROGRAM;PROGRAM OHJFCTIVE

24 PROPOSED NI MBER OF PRINTS/COPIES

-

- B
T Apimation *73 Sound Effect
T3 Ndration 3 1 acabion
25 Filoneyaph Studio

L M

¢ Method of Reschung Audience

71 Telession 3 Confarenees
“1 Radue © 2 Classronnn
Theater -0 Other tSpedifa

2 1fubhe Plaves

[

s the ettt desonbed hero

Q



.,
d. Distnbution Mechanicism fone or more)
3 Direct - 3 Nationat Audio Visual Center
0._Ad Council O Commercial Distnibution
5 Repranal/Field Offices 03 State/Local Agencies
O Gramtee™ T3 Other /Specify/

O lnternal HEW Only

e. Estimated Audience (Furst Year _ ...

S, METHOD OF PROMOTION /Cite mailing lists, cunference extibutry. use of ficld personnel etc.)

~ 6. PRODUCTION APPROACH
Vo, T Wholly in-house Idenufy imtizung and couvpesating HEW offices and Services to be provided
T Moditied in-house Specify services to'be provided by HEW ottices and those techmeal services to be procured
outside HEW ~

{5 Whally by contizst Speaty role of project ofticer including assistance to be rendered o canteactors insite |
selection, senpt research/wnting, location filanng, etc.

A PRODUCTION SCHI-DULE n COST ESTIMATES Contrset uchouse

s M:his.
o Development From___.__To____
3 o Research & Wniting
o Productinn brom e To o Production ®
o Release Prints
o [hyr K Promotion Feom_— . To . o {hunbution
. o 1ramyiion
-~ .
o OtheriSpviinyg
HIW <M a0 Rey & 70
1074l -3 Mihrs.
S Lhangy an teras Jtoltar TIEN o vonditions, o ndditionscan be matc to the produc e doa nbed o

MIHoul e wtes anproa gl o b eSS

DY

60  HEW Forms
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9. METHQD OF FUNDING ’
HEW . [m] Allotment No. - Appro. Sym.
Grantee [m] Specify - —_
Other Governmental [ Specify
NonGovérnmental O Speuify

10. TYPE OF PROCUREMENT

0O Grant

{3 Contract Provide GSA Supply Schedule Number, 1f applicable _

0 Sole Source If sole source, attach jusufication

T

O Coimpetitive -

€1 Call Contzact If call contract or negotiated contract, list producers to bz ask=d 1o submit propasals

N 0O Other 15{?:'5'!}:‘»'}

Vi
-
PREJELCT  OFFICER %
T Reem ® S - T8 ¥ S
Pleng )

APPROVING OFFICIALS

“ Signatuse Title Diate ATPROVE ) DISAPPR.OVE
Bureau or Office ’ ‘
Agency (OPA or OFi, L . . _
0ASPA ' '

CONTRACTTR oo ‘
GearreEe —_ N,
LEGANITATIEN : .

Adigess e

<
HEW 104 (Rev. $/14)

No change i 2z2uny, dollar zmov.nls, or conditiohs, of addilions can be made to the ptoduct(s) descnided herein
withou! the wntten approval +.f QAMIA ‘

HEW Forms Y61

. . AR
. (CR P
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A3 rolls. T“o or more matchlng rolls of film having alternate

“scenes intercut with opaque leader thereby permitting super-_

imposures and dlssolyes
Camera-ready copy. Print and graphic material in the final
state of preparation, ready to be reproduced by photographing.

Caption. Explanatory text placed outside the frame of an
illustration and identifying the entire illustration.

Commercial bidders. Commercial -publishers who,. through the

"NCEMMH Request for Proposal procedure, submit estimates of

what they.would charge to prepare, produce, and market a
product.

,uwﬂnant A generic term d: seribing a body of written and
unwritten law designed to protect the works of authors and
artists. :

Cosb%enefit}uzia The relative value of a product in relation ]
to its price (based on the cost of production and reproduction).

Dgfbﬁtfan (high and low). The amount of detail in an image
(picture). ' i

Distribution copy. That copy of a product that is a result of.
mass production and” is used or intended to be used by the
public or the audience for which the product is intended.

Educationdl level. Usually grade leve] for which a product is
intended. For high interestglow vocabulary products, both

~interest and VOLabulary levels are ircicated in terms of

grade

- G]ossa}y 63
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" Tormaz. A term refefringngenerally to the distinction between

print and media, more specifically to differences between

‘types of media (e.g., film, video tape, and audio tape) and

most spec1f1ca11v to d1fferences within a s1ng1e type of media
(e.g., 16mm sound film, 16mm silent film. 8mm optical sound
film, 8mm magnetic sound film, 1/4'" audio tape, audio )
cassette). Fine distinctions at this last level include .such

-factors as recording speed. placement of sound tracks in

relation to picture, and method of scanning a video image

.for tape recording.” - -

Frames per second, indicating the speed at which motion

- e
el 2N
picture film moves through a camera, recorder, or prcjector.
L . i
Fultone. 4 reproduction with gradations -in tone madeyby
photographing a subject through a screen containing both .

horizontal and vertlcal openings.

Audiovisual equipment used to project or play films,
tllm:trnpq, slides, video tapes., audio tape:, phonograph rec-
ords, etc- See gofiuare. :

Fog, Inches per second, indicating the speed at which audio
or video tape moves through a recorder. ' ‘

bl Explanatory text within the framework of an illustra- -
tion and identifying parts of it. Labels do not replace
captions. : .

Mazror. An original recording, negative, or camera-ready

;copy te be used in the duplication process. See product
ortgin urw,wr :
Materials. ., Produdts or parts of products. ~

Produr2r. The institution or individual that provides the
necessary services, space, and technical assistance to an
author and is respon51b1e for the initial productlon of a
product. .

CProcust, Thuat material developed for instructional use
under onc-title. A product may consist of a single component
(a bock) or a number of components (book, film, slides) that

functlon together as a unit.

JEE T Glo vy 6 -y i o
« : ~ : : .



Product deseriptors. One to four words used to describe the
. category - into Wthh a product could be placed

-

Froductcnﬁginabﬁuster The unigque materials needed to repro-
.duce a product, e.g., negatives, printing- plates, artwork,
- camera-ready copy., :

“d.

Product part. An essential component of a product kit. A
film loop or game may be '"part" of a product kit. :

mehctzﬁeces Separate segments of product parts, é.g.,
i slldes in a set, counters or tiles in a game.

Prototype. ;Handmade or1g1na] materials that cannot be d1rect1y
reproduced e.g., handmade models . games.

— -

Realia. A broad descrlptlve term referr{pg to actual sqmples
or examples of "real" materials, e.g., caniples of minerals,
cloth, wood, etc. This term also applies to such o6bjects as
tools; mechanical ‘parts, games, models.

“e

Releasz print. A print of a motion plcture or filmstrip made
for general distribution and exhibition:

So ftuare. Audiovisual materials--films, slides, audio and
video tapes, phonograph records--that are 1ncluded in edu-
catlonal products See }ar&mre

Tbstsrint Also known as an answer pr1nt the first print
of a film or filmstrip made by the laboratory and sent to the
producer for 1nqpect10n

Nbrkgnint.‘ Also known as a cuttiné copy, the versign of a
motion picture assembled by the film editor who splices the
film together from all the material that was photographed.

Glossary 65
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~ AUDIDVISUAL MEDIA: GENERAL -

Brown, James W.:. Lewis, Richard B " and, Harcleérpad, "Fred F.
A.tdﬂovzsual Irzstruc*z,on ‘Materials and Methods. New York:
McGraw—Hlll Book Co., 1973.

A general methods book on aud10v1sua1 materlals productlon
and use. .

Dale, Edgar. Audiovisual Methods im Teaching. 3d ed. Hinsda'l.e,
Illinois: Dryden Press, 1969. ] . ‘

A fundamental book on using audiovisual materials in
instruction. . An excellent theoretical and.practical »
guide. - :

a

Field, Stanley. Professional Broadcast Writers Handbook. . Blue
Ridge Summit, Pennsylvania: TAB Books, 1974. . :

A guide to script writing for radio and television.
Covers basic technigues. .
. : . , a

Holt Publications. Guidelines for the Development of Elementary and

Secondary Instructional Materials. New York: Holt, Rinehart
- and Winston, n.d.

A guidebook with emphasis on professional standards for
materials (mostly prlntedl development ‘Available from
Vivian Fenster, Holt, Rinehart and Winston, 383 Madison
Avenue, New York, New York 1(_)017.

Kemp, Jerold E. Plaming .and Produci;zg Audiovisual Materials.
" New York: Chandler Publishing Co., 19558.

-

A guide to audiovisual productioq‘ techni‘ques and materia_lé.

"'Minor, ‘E.O. and Frye, Harvey R. Techniqu_e.é for Producing Visual
‘Instructional Media. ~New York: ' McGragv-—Hill Book Co., 1970.

" Production’ techniques—-and materials are emphasizeds

-

Bibliography 67

64 .

ERIC

Aruitoxt provided by Eic:



- _ .. ] : - A .
Scott Graphics, Inc.. 4 Guide to ngzﬁgdé Frojection and Transparency
Making. HolyoKe, Massachusetts® Scott Graphics, Inc.,
1074.. ’ -

More of a catalog than a guide, but containing. several
efficient pages on preparing transparenc1es Aval}able

_ from Interstiate Media Company, P..O. Box 25, Brown Mills, -
New Jersey - 08015. . L - :

-

“hite, Gordon. - “ideo Recording m.coml and- Replai Su.,tem London.:
Newnes-Butterworths, 1979 : .

A fairly advanced work on xldeo recordlng, this book

" covers. basic principles-of major tape and disc systems.
Contains a useful chart indicating compatibility among
various-video tape machines. Distributed 1q the United
States by Crane FRussak Co. .in New York.

a . i

¥IiM PRODUCTION:

Churchill, Hugh B. Film 2diting Handbook: Tecimiques o vigrem Film
Cutting. Belmont, California: Wadsworth Publishing Co.,. .
1972. : i : . )

A handbook of basic editing pr1nc1p1es and techniques.
¢Technlcd1 emphasis is on 16mm f11m and equipment.

Consortium of University Film Producers and Educational
VYedia Producers Céduncil. Tuidelinas for Producers and
iseniiutors of Aducationazl Films. Champaign,; -Illinois:
/Consortium of University,Film’Centerf. 1975.

A short booklet highlighting the most important aspects
of educationdl film production and distribution.
Particularly helpful to the novice, "Available from
Consortium of University Film Centers, o/o Visual Aids’
Service, University of Illinois. 1325 Oak Street,
Chamnaipgn, Tllinois 61820. : T

Mascelli, Joseph, ed. /American Cinematographer Manual. Hollywood: .

American Society of Cinematographers, n.d. ‘ .
'An 1nnua1 publication deqcrlblng f11m stocks ‘and -equip-
ment currently available for wide screen, 35mm 16mm, ’
and 8mm professional cinematography.’ :

68 Bibliography
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Five C's of Cinematography.- 5th ed. Alhambra, .
California: Borden Publishing Co., 18G5.

A fairly advanced level text on film productlon with
emphaSJS on 16/35mm cinematography. B
\\ . . ) -
.Plncus Edward. ‘Guide to Film Making. Chicago: Henr‘Iy’
Pegner3 Co., 1965 S

A basic book oh film n*'uductlon using 8mm and *16mm
equlpment .\\ .

.

Reisz, ‘Karel, and iller, Gavin. Technigue of ¥ilm Biiting,
22 ed. Garden City. New York: Anerlcan Photovx aphlc
Book Publishing Co., Inc., 1968.- .

Places éinphasis on editing fictionAfilms, but also-
covers editing techniques in general. : .

Reynertson, A.J. .The Work of the Pilm Director. New-Ybrk:
Hastings House, PRublishers, 1970.: - :
.“\
Emph351s is placed on the director's role in fllmmaklng
and the focus is primarily on fiction film production.

\
\

Spottiswoode, Rziymond’--. Film end I'ts Techniques. Berkeies':
University of California Press, 1951. ~

A faifly advanced book-on film production that icovers':

all aspects of nonfiction film making. ~Some muterial is |

applicable to chromatic {ilm production.

o p—, Focurl Eniuolopecdia of Fiim und Talowiaicn ForennTited,

\'O\w Vorlk: ﬂastlng House, Publlsh(—‘rs 1971, \
An excellent general work on fﬂm and rolexlsu)n pro- /
duction at an, advanced level. - . /" ’
DEVELOPMENT

Blodm, B.S.; Hastings, J.T.;. and Madaus, G.F. ‘Handbook_on

Formative and Swmaiive Evaluation Of Student Learning. New: York: )

McGraw=Hill, 1971. : L . PR

A useful boo}{», "although the emphasis is on stucent
"learning rather than on testing as a step in revelopment!

1ibl iography 69




. s

.iéﬁée'r,' Ro_b'el_i't . I-Ieasurin'g Instructional Intent. Belmont,,
.Californiaf Fearon Publishers, 1973. o
On testing instructiona matgrials so'fhat what is
tested really reflects what is taught. oot

2 \‘D
Thiagarajan, Slvasailamf Semmel, Dorothny and Semmél
Meivyn I. Instructional Development for Trawnwng Teachers of
Except.onal Children: .A Soureebdok. Bloomington, Indiana:

Center for Innpvation in Teaching the Handlcapped 1974, ¥

N A comprehen51\e book designed to assist a’ developer in
the design, development, and dissemination of ‘instruction--
al materials- for training teachers of exceptional children.
\ Especially useful information on obJectlves developmentak
S and validation testing, and format design. Available o
» - . from The Council for Exceptional Children, 1920 ASsociation .
Drive, Reston, Virginia 22091. $5.80 single copy.

. PHQTOGRAPHY . o . . .

,‘Cax.‘rol 1, John S. 1mno.,o Black and White Film Data Book ‘Garden
City, New York: Amerlcan Photographlc Book Publlshlng
Co., Inc., 19072.

A complete datd book dJscu551ng the characterlstlcs of
all major types-of black and white film currently

available. : , . ~
- - Y

T At fv/ s Fi I und'?rocwn"-. Dt Book.
Gardcn C1ty Ne“ York American Photogrqphlc Book
Publishing Co.~ Inc.;, 1975.

‘A completé data- book descfibing the char.cteristics of -
currently available color [ilm, .
Davis, PHil. Fiotography. 2d ed. Dubugue, Iowa: Will C.
- _ Brown and Co., 1975. :
A techrnique book for use with most types of still cameras.
\ N

Feining o+ Andreas. Eauwc(buorl%otqmuph;‘Padnor Pennsylvania:
Chilton Book Co., 1971.

Covers ba31c pr1n01p1eq of 5t111 photography with color
film. :

o

N 3
70 Bibliography
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Shlpman, Carl ‘PBgrUnderstandmg Photography. Tucson

' PRINT. AND GRAPHICS - : e

ﬁLﬁ..Bowkér Company lnteNﬂy Mﬂ%etlﬂace Néw York: R.R. \

-

:H.P. Books,

-

1974

. T -

An 1ntroductlon to thé technolog) of photof,raphy including =
charaosterlstlcs of various-film emulsions, process1ng, etc

' .
-

- ¢

C'rgig, James. Produefwn for the Gramzzc Désigner. New York:
“atson—Guptlll Publlcatlons 1974‘ .

A superlor bodk des1gned .to "ena)ﬁe a person w1sh1ng to
understand any area of- producf"on to locate the infor- -
mation fast, within the covers of a s1ng1e book "
Glossary 1s extremely useful. o :

. -
‘
v

Garland, Ken-’ Gmprzws Harzdoook New:'York:. Van Nostrand -

. Reinhold Cf,) 1969. -
- Lol H - : -
A basic prodgctlon book deallng with graphlc arts

techn1que§
Modern La‘nguage As{so“ciation “‘nf America. A"@LA Style Sheet.

2d ed. New York: Modern Language ,As ciation, 1970.
a . i | b :

A standard style g'ui'de for papers oublications in - et
the humanities. Copies are moSt easiwg available. from - 2
MLA at 62 Fifth Avenue, fvew Vork, New York .10011. 4::} /

Perrln, Pol"'ter G. Wm-ter s Guide and. Index to EngZLsh 4th ed : .
: +Chicago: Scott Foresman anMompany, 1965 SRS o
- _ .

{ One of several well- orga.nlzed easy-to-use, and conpre- . "‘~

hens1ve guides -to.compo 1tlon and grammar, used by .
! wrlters an.d» edltors , ' . e ‘ e
: . R i et Sl

Y Y °

Bowker Company, 1975 . . : ’ \

A frequently rev1sed directory-of American book publ 1sh1ng_ v‘a
with close to 700 pages of* names and addresses of manu- T
facturers, -organlzatlons --individuals (1ncluduig editors),

:and publications that ’can be of service to authors and ¢
’developers . I EEE R T
. . _4‘ A e s .
r 0 - R - L
o RS : ,
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S, New York:

Smith, Initus C.o, Jr. 0 dwdlde to i
.0, Bowker Coupe

g Or ginally intended for publishers-to-be in the develop-
ing countrivs, but also serves as 2 practical introduction

) T to the basie processes of book puhlxshlnh, defines roles

L. . of author, printer, publxshcr. .
’ : . ) ~. -_ L '.\ ., ) - - - .
. - . L > . LA ‘:. -3
, Unidvornity oy Chireago By ATt e 0 12th ed. ’
Chieago  niversity of Chicago Press, 1975,

A very widely used stvle guide tor printed material’,
covering a range of subjects from arrangement of tubles
ot comrtents to punctuation preferences to duties of an

oditor.  Freguently used by NCEMMH editors in preparing
nublteations for prinrving. ’

y sl Ty e 3d rev. ed. Englewood Cliffs
"Y<'h|l|t‘—lllll Ince. 1971,

, New Jersey:

A styvie putde for printed mutter, It also includes
. cxtensive sections on manuscript preparation, typography,
/ and 1llustrations, word use, and grammar. -

-y A - -
S - .ot ~
4 . Y
Lo eemiose T ving lapgom ey N W eommpehonaice
e tee o : methope ol aenepzl vublic
‘ o Do ST § 3 Tha Crmative about moonie-
S R ST A vampaletes om .
TELEVISTION
Pnnes, Hoarold. Teleels periosthy Tape o DTee Rosording
Cocemss o Indianapol: Howard W. _ Sams Jnd (().. Inc.,
TGTO
A technical explanation of the principles of video
recording.  Fquipment characteristics, maintenance,
and repair are discussed.
: . I~

YeAdam, J. Robert and Ventn, Charles J.
(AU o iy # s PP T WAshi T TOw
A sociation for ‘Fducational Communications and Technology,

-
PGTR.

A basic puide for use of portable video tupe equipment.
The emphasis is on projector techniques and use of

F i
vidaeo ithape,
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9th ed.

Millerson, Gerald. The Teohnique of T/ Production.
New York: Hastings House, Publishers, 1972.
Emphasis here @s on studio production in a professional

setting. Basic¢ and advanced qechniques.are discusstd..

Nisbett, Algc.  The Todmigue of the Sowend Studio for Fad_io,“ TV and
Film. 3d ed. New York: "Hastinu-s House, Publishers, 1974.

.
-An advanced techniques book limited to studio productior.

L
. - o
Zettl, Herbert. . Television Preduction Hardbook. 2d e¢il. . Belmont,
Califernia:  Wadsworth Publishing Co., 1968.
Covers basic and more advanced television production /
techuniques. : :
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- Research the tield to determine that there is a need for the product in question. and check to
See that itis within the priorities established by the Bureau of Education forthe Handicapped
and the National Center on Educational Media and Materials for the Handicapped
(NCEMMH). See page 3. '

Have objectives clearly in mind when preparing a product, and set up a testing and validation
procedure to make sure that objectives are accomplished. See page 5.

~

-

Define the target population, and address the product to this population. See page 6.

)

N

Let the judience addressed and the information to be conveyed determine the mecia
used. See page 6.

o .

Prepare manuscripts in accordance with NCEMMH requirements and standard stylistic
practices. See page 9. '

—_—

Prepare camera-ready artwork in accordance with NCEMMH specifications. See page 11,

-] R
Develop and produce the product so that its potential benefit to the user justifies its polential
price. See page 13.

D .
Avoid media that require the user to obtain unusual or costly equipment. See page 14.

Y .
Use a high delinition format for masters of audiovisual material. See page 16.

Useasfand. -4 formatfor audiovisual masters to avoid the need for adaplahon Seepage17.

- :
Seek editorial. artistic, anc technical assistance when preparing materials. See page 18.

D
Become fa ™iliar with copyright protections and requirements. See page 19.

ST

—Weigh-carefulty-the-advantages of obtaining a copyright. See p-éég_érr.”

Secure permission to use copyright material. See page 22.

- ,
Obtain talent releases from all persons photographed. filmed, or recorded in the course of
producing a product. See page 23. ) :

Comply with all requirements for clearances by the federal government if the product is
developed with federal funds. See page 24.



