

ANNEXURE 1


Standards for Technical Operators


These standards need to be followed by all technical people in the church in order to:

1)   Reduce risk of technical problems

2) Ensure smooth and fault-free operation of the equipment

3) All who attend the meetings are impressed by the message, and not disappointed due to technical problems.

When training technical operators, it is highly recommended that these standards be used wherever possible.

1 Safety First! - Avoid injury to people or damage to equipment

Before changing power connections, always TURN POWER OFF

Before connecting or disconnecting the co-axial cable to the LNB, PULL OUT THE POWER PLUG  on the Receiver or, on the Scientific Atlanta Receivers, switch off LNB PWR on the back of the Receiver).

2
Come to church early!   

Be there at least 30 mins before a broadcast to:

· see that everything is in working order 

· see the test slate (about 15 mins. before the start), which may have special instructions for technical operators.

2 Test equipment beforehand

This is especially necessary after a wind or lightning storm.

Even though there may not be a broadcast, it is possible to go to another test station to check whether:

1) The dish is still set correctly

2) The receiver is working

3) The projector and other equipment is working.

[For details of these tests refer to Step 8 for your Receiver]

3 Attention to cables and wires

Cables should not be placed across walking areas if at all possible, as people could fall over them, causing injury to themselves  and / or damage to equipment.   Ideally, special trunking or channeling should be installed to carry cables.  If this is not possible, place a carpet or rug over cables where people walk across them, or use wide tape to secure them to the floor.   


All audio and video cables should be marked or labelled at both ends, to ensure quick selection of the correct cable during emergencies.

All cables whether external or internal should be properly mounted, using ducts, channeling, trunking, cable ties, clips or piping, wherever possible in order to:

· Look neat and orderly

· Prevent damage and undue deterioration of cables

· Ensure strong signals and reliable connectivity over time

· Avoid injury to people

Power cables should be well secured, correctly terminated, and properly grounded / earthed and insulated.

Protection against lightning and power surges is essential.  A good quality protection device should be installed on the power route of all the equipment.   Protection devices should where possible, be approved by a Standards Authority for your country.   The small investment in good quality protection devices can avoid many problems due to damaged equipment.

Electrical fittings must FIT TIGHTLY !  Buy new ones if necessary - it is a small investment to avoid damage to your equipment and disappointment to your audience.

4 Care of equipment

Equipment should be placed with regard to the needs of that type of equipment.

Receivers need plenty of ventilation to avoid overheating.  Ensure a space or gap of at least 20mm between your Receiver and other equipment.   Ensure that ventilation slots are not blocked.   Avoid placing on soft surfaces, such as a carpet.

Equipment needs to be clearly labelled for less experienced users, showing information (where relevant) such as: 

1) Operating instructions

2) Sequence of use, 

3) Who the owner is

4) Names of input and output sockets, if not clear in poor light.

5) Which cable /plug to insert in each socket

6) Warnings to avoid shortening the life of equipment

7) Name and phone number of supplier / dealer for repairs 

8) Other instructions

5 Preparation for contingencies or emergencies:

You should know:

1) Where the power supply for the building is and where the circuit breakers are for all the equipment.   Mark these with labels, if possible.

2) Know how to operate the projector & projection screen.

3) Know where the light switches are for the areas to be used, e.g. hall, platform 

You should keep:

4) A small battery torch / flashlight with the equipment

5) Manuals and operating instructions quickly available

6) A video tape with an alternative program on it, in case there is a technical failure.

7) A generator connected and ready to operate, where you have many power failures.

8) Spare projection lamps, and blank video tapes nearby

9) Spare batteries for remote controls.

10) The printed broadcast parameters available for quick reference.

11) Spare sets of cables, for quick changeover after cable faults.

6
Site records

It is recommended that each downlink site obtain a little book to keep records, such as:

· Equipment records (separately for Receiver, Projector, etc), including the following:

· Brand name & serial numbers

· Date of purchase and supplier (for warranty purposes)

· Who to contact for repairs (name, phone number, etc.)

· Record of repairs done (supplier, date, cost)

· Date of replacement of projection lamps

· Where the instruction manual is kept
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