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Student Resource 11.1
Checklist: Production Reminders
Student Names:_____________________________________________ Date:_______________
Directions: Use this checklist to guide the production of assets for your documentary.
For Video Shoots
· Be sure all your equipment is set up before any interview subjects arrive. Use the rule of thirds to position the interviewee.
· Check the audio and video files for clean signals. Shut off any machines making noise.
· Take notes on your asset list to document any important information you gather.
· Review your outline to make sure you’ll be getting the video footage you need. 
· Make sure you have your interview questions ready.
· After you’ve recorded on any acquisition media, press the Record Inhibit button to save your footage, and label the field material with information about the shoot. If possible, copy memory cards to a hard drive immediately after the shoot.
· Protect acquisition media from heat and water. 
· Be sure to leave the location the way you found it. Clean up trash. Replace furniture and lighting.
For Photo Shoots and Video
· Consider the lighting and composition of your subject. Use the rule of thirds as appropriate. 
· Take notes on your asset list to document any important information (like the subject of the asset, the location and date, etc.); be sure to jot down the camera shot number(s) for easy reference. Also, make notes on how to prepare particular shots for editing. 
· Take more photos than you think you’ll use, varying the angle, composition, focal length, and so on.
· Review the shots to make sure the camera worked correctly.
· Be sure to leave the location the way you found it. Clean up trash. Replace furniture and lighting.
For Graphics Design and Creation
· Take notes on your asset list to document important information.
· Know your project’s video resolution and use it when creating graphics.
· Keep lines clean and strong (not too thin); make text large and clearly readable. 
· Don’t crowd the screen with too many graphics or words; use the title- and action-safe guides when placing images. 
· Name all graphics in a logical way so that you can find them easily during editing.

For Audio Recording Sessions
· Take notes on your asset list to document important information.
· Choose the location carefully; minimize unwanted noise and interruptions.
· Check the mic before recording.
· Check the audio signal on the meter and with headphones to make sure the audio is cleanly recorded.
· Be sure to leave the location the way you found it. Clean up trash.
For Collection of Existing/Archival Assets
· Take notes on your asset list to document such important information as where you found the asset, who owns it, how it should be listed in the credits, and what needs to be done to prepare it for editing. 
· Make sure you collect the most usable and best-quality assets, keeping the following requirements in mind:
· The file type must be one that you can import into your video editing system.
· The image assets must be high enough resolution that they won’t appear blurry.
· The image assets are preferably in landscape orientation (wider than they are tall).
· The image assets must have appropriate brightness—not too bright or too dark.
· The image assets must be in focus.
· The image assets should not have distracting flaws (missing pixels, red eye, etc.).
· The audio assets must be free of distortion.
· Store a copy of the original asset before editing it.
· Plan how you will adjust (crop, color-correct, change the resolution of) each image to prepare for editing. Remember that you should do the actual cropping of images in the NLE because this gives you more flexibility.
· Name all images in a logical way so that you can find them easily during editing. (Use the file-naming protocol that you developed in previous lessons.)

Make sure your assets meet or exceed the following assessment criteria:
All assets listed on the asset list are created or gathered, or a note explains why the asset is missing. For each asset, the notes column provides any information that will be needed for post-production.
Video footage is focused on the content of the scene and is in focus. All movement that is intended to be smooth is smooth. Zooming in or out in video footage is slow and smooth. 
Video footage required by the outline is successfully recorded. 
Still photos and video shoots have correct lighting and composition and adhere to the rule of thirds. There are several versions of each required shot, with varied angles, composition, and focal length.
Graphics adhere to the project’s video resolution. Lines in graphics are clean and strong, and text is readable.
Graphics and text are placed correctly, adhering to title- and action-safe guides.
Audio recording is clear, and free of unwanted noise and interruptions.
Existing assets are high quality (images are high quality and appropriate brightness without distracting flaws, images are in focus, audio is free of distortion).
Existing assets are usable (file types can be imported into your video editing system, landscape orientation if necessary, cropped if necessary, correct resolution).
All graphics, video, and audio files follow logical naming conventions.

Student Resource 11.2
Action Plan: Media Asset Evaluation
Student Names:__________________________________________________ Date:___________
Directions: Examine each of your assets to make sure you have what you need for editing. Compare the assets with your asset list and evaluate them for usability, using the guiding questions below. Then use the chart at the end of this resource to create an action plan for assets that deviate from your asset list. This includes assets that are missing or unusable, as well as “gift” assets that you didn’t originally have listed. As a result of this evaluation, you may find that you need to get more footage. This happens because you often don’t know exactly what you need until you get into editing. If there are assets where you need more footage to tell your story, note that on your chart.
Technical Evaluation
Does the shot have good lighting and good audio?
In what ways is the composition interesting and revealing? 
Is the on-camera talent in focus, and with proper exposure?
Are the answers from the interviewee easy to understand?
Content Evaluation
Content evaluation is the most important part of evaluation in terms of your final product. The big question is: “Does your content support your story?” 
Does the asset content relate to your outline? 
Is the asset content compelling? Will your audience want to see more?
Does the asset content uncover an important point that you did not anticipate before you went on production?
Is this the best take of a particular shot?
Sample Action Plan Chart
	Description or Asset #
	Issue
	Action Plan

	Asset #2
	Unusable: Photo with Maurice as a child with his little sister is faded and didn’t scan well.
	Substitute with interview footage of Maurice describing the traumatic event he and his little sister experienced as children.

	Asset #10
	Missing: We were unable to film city hall.
	We will use the backdrop we filmed in front of the Ronald V. Dellums Federal Building complex.

	Video of Cal Berkeley football team
	A gift: This footage helps Maurice’s story come alive, since he’s from Berkeley.
	Add parts of this footage when Maurice introduces himself.

	“Students Walk Out” headline and photo from the Oakland Tribune
	A gift: We were able to borrow this newspaper from the library and scan it.
	Include this graphic as an establishing shot. 


Action Plan for Media Assets That Deviate from Our Asset List 
	Description or Asset # 
	Issue
	Action Plan

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	


Student Resource 11.3
Reflection: Video Asset Production 
Student Name:_______________________________________________ Date:___________
Directions: Answer the following questions thoughtfully. Be sure to explain your thinking and use examples where helpful. Try to show learning and growth.
What was your group’s greatest success during production? Why do you consider that to be the greatest success?








What were the main challenges you personally faced during production? What did you do to meet and overcome (or try to overcome) the challenges? What would you do differently next time?









How has the production and editing experience helped make you a better videographer?
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