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TELEPROMPTER  
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SWITCHER  
 
 
 
 
 
 
 
 
 
 
 
 



 
The switcher‘s job is to follow the Director‘s commands to READY, TAKE and FADE various inputs.  These 
can include cameras 1-4, and DDR.  You also are in charge of briging up the graphics and lower thirds 
when CG tells you. 
 
SWITCHER BOARD 
A row of buttons on the switcher board is called a ________. 
 
1.   The ________ ______ shows what is “live” or being shown on tv. 
2.    The ________ ______ shows what is coming up next. 
3.   The ________ button moves the camera from preview or program. 
4.   The __________  _______ is used to fade (transition) to a roll-in video or credits.  You do not need 
to transition OUT of a roll-in.  The machine does it automatically for you.  You just need to ready what is 
coming up next. 
5.  To prepare for credits, the director will say “Prep V1” and you press _________ & __________. 
6.  When bringing up lower thirds/graphics, you will hear “CG up” and you need to press _________.  
Lower thirds stay up for about ____ seconds except for the olelo noe‘au which stays up as long as the 
talent is reading the Hawaiian and English translation. 
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DIRECTOR  
 
 
 
 
 
 
 
 
 
 
 
 



 
The Director is in charge of the production and must be able to multi-task. The need to follow the script 
and say everything in BOLD.  They communicate this all to the Floor Manager, Switcher and Cameras. In 
addition, they need to watch the monitors to match shots and make sure the switcher has chosen the 
correct cameras.  



 
1.   The monitor on the top right is the ___________ and it shows what is “live” or being shown on tv.  
Another monitor located in the middle also shows this. 
2.    The ________ ______ shows what is coming up next. 
3.   The four ________ _________ show each camera.  Use this to match your shots.  Medium shots 
should all look the same with the same headroom and desk space under the talents‘ hands. 
4.   The CCU or __________  _______ ________ adjusts the individual cameras.  YOU DO NOT NEED 
TO TOUCH ANY OF THESE CONTROLS. 
5.  The _________ __________ is used if the Floor Manager or Cameras do not have their headsets on 
and you need to communicate something important to the floor. 
6.  Put on the headset as soon as you sit down.  Turn on the mic on button on the headset control panel. 
 
Make sure to speak LOUDLY so everyone in the control room can hear you.   
Start by saying “Is everyone ready?,”  then “Quiet on the Set” and follow with CG for the countdowns 
and “Cue Talent” when the video roll-in has finished fading in to the shot.   
 
At the end, you call “Cut” to stop the recording and check with the kumu before you releast the crew by 
saying “That‘s a wrap!”  
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CG (CHARACTER GENERATOR) / 
VTR (VIDEO TAPE RECORDER)  
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AUDIO  
 
 
 
 
 
 
 
 
 
 



 
Audio‘s job starts and ends in the ________. He/she is in charge of the __________. 
Place mics fist length below the chin & tell Talent to securely clip the mic pack to their clothes.  Talent 
should take off  ___________, _________ & _________. 
 
AUDIO BOARD 
The audio board controls the various audio inputs.  They are: 



• Microphones 
• Music  
• DDR (roll-ins) 



 
SETTING LEVELS 
1.  At the audio board, you must first set the _____________ to _____________. 
2.  Then you need to do mic checks.  Bring up your faders one at a time for each mic. 
3.  Set your fader to the ____________ line. 
4.  Then turn the ____________ knob to adjust the levels - right makes it louder or left softer. 
 - To set the music, do not use the trims.  Instead use the volume on the laptop or ipod. 
5.  Watch the _______ and keep it in the green to yellow zone.  Use the yellow tape on the right as 
your guide. 
*** Once the show starts, if you need to adjust the level DO NOT USE the trim knobs. Just bring the 
fader up or down. 
   
DURING THE SHOW (MIXING SOUND) 
Only have 1 input or fader up at a time.  Keep both hands on the board and be ready to bring the 
faders up and down by watching the teleprompter 
Always match the audio to video.  So fade up or fade out with the video on the program monitor. 
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