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Dear Teacher Coach, 

 
Thank you for participating in the What’s So Cool About 
Manufacturing? Educational Media Contest! 

 

The eMediaWorkshop Training Series contains six short programs 
designed to guide students through the process of educational media 
production. This Training Guide will help you successfully lead your 
student teams by providing: 

 

1. Instruction materials about the production process. 

2. Interactive worksheets for each section. 
3. Equipment information and tips for proper operation. 
4. Rules, regulations and timelines for the contest. 
5. Team Media Pre Test 
6. Waivers and Release forms. 
 

 

We anticipate that the time and effort your students spend researching 
and producing this film will open their eyes to the world of 
opportunities in innovative manufacturing careers. 

 

If you have any questions or concerns, don’t hesitate to contact: 
  
 Stephen Tucker (513) 371 - 3855 
stephen.tucker@uwgc.org 
 

  Debby Combs (859) 512 - 9169 
debby@combsandassocllc.com 

 

We look forward to finding out What’s So Cool About Manufacturing 
with you this fall! 

 
 
Best of luck! 
The DreamIt.DoIt.OKI Team 

 
 
 

 

WATCH 

Contest Preview Video

mailto:stephen.tucker@uwgc.org
mailto:debby@combsandassocllc.com
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eMediaWorkshop 
Training Guide 

 
 
 
 

 
 
 
 
 

PART I 
INTRODUCTION 

 
 
 

 

WATCH  
Contest Guide Video Part I: Introduction 
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At eMediaWorkshop, we start every project with three questions. 

 
 Question #1: Who is the audience? 

 
Ask yourself, “Who will see this film?” When answering this 

question, be as specific as possible so that you can put yourself in 

the viewers’ shoes. 
 

  _ 
 

  _ 
 

 
 Question #2: What is the central message? 

 
Ask yourself, “What am I trying to communicate?” Think about 

the most important message that you want to communicate - 

then, add supporting messages as needed. 
 

  _ 
 

  _ 
 

 
 Question #3: What is the desired impact? 

 

Ask yourself, “What do I want the audience to think, feel and do 
after viewing this program?” 

 

  _ 
 

  _ 
 
 
 

 
Once you’ve answered these three questions, you’re on your way to 

creating effective educational media! 
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PART II 
PRE-PRODUCTION 

 
 
 

 
WATCH  

Contest Guide Video Part II: Pre-Production 
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Pre-production is all about planning! There are many things to 

consider during the preparation stage of your project. 

 
 Early Preparation 

 What is the vision for your program? 
 

  _ 
 

  _ 
 

 What is the content? 
 

  _ 
 

  _ 
 

 Who are the people who will appear in your film? 
 

  _ 
 

  _ 

 

 You will need to decide who will be on your production team. 

 
Producer _   

What does a Producer do? 

 

 
Camera _ 

What does a Camera Operator do? 

 

 
Sound _ 

What does a Sound Tech do? 

 

 
Editor    

What does a Media Editor do? 
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 Production Equipment 

 

 Make sure you have the proper gear and that it is in good 

working order! 

 Use a checklist! It should include items such as: 

o Camera 

o Microphones 

o Tripod 

o Release forms 

o Headphones 

o Script Material 

o Batteries 

o Memory cards 
 

o Props    
 
 
 
 

 Research 

 Learn about the people and the settings you are going to visit 
before you arrive at the location. 

 Determine rules and conditions and dress appropriately. 
 
 Scheduling 

 In order to begin the scheduling process for your shoot, you 

will need a contact person at the location. Make it a goal to 

establish a positive rapport and be considerate of their time. 
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 Interview Questions 
 Remember that good interviews start with good questions! 

 Your interview questions should always relate to your 

central message. 
 

 Central Message    
 

  _ 
 

  _ 
 
 

 Question #1    
 

  _ 
 

  _ 
 
 

 Question #2    
 

  _ 
 

  _ 
 
 

 Question #3    
 

  _ 
 

  _ 
 
 

 Question #4    
 

  _ 
 

  _ 
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Shot List Worksheet 

 
 Interview Subject 1 Name    

 Position/Job Description    
 
 

ACTION 1 

 Wide Shot    

  _ 

  _ 
 
 
 Medium Shot _   

  _ 

  _ 
 
 
 Close-Up Shot 1 _   

  _ 
 
 
 Close-Up Shot 2 _   

  _ 
 
 

 Close-Up Shot 3 _   

  _ 
 
 
ADD MORE ACTIONS AS NEEDED! 
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Shot List Worksheet 

 
 Interview Subject 2 Name    

 Position/Job Description    
 
 

ACTION 1 

 Wide Shot    

  _ 

  _ 
 
 
 Medium Shot _   

  _ 

  _ 
 
 
 Close-Up Shot 1 _   

  _ 
 
 
 Close-Up Shot 2 _   

  _ 
 
 
 Close-Up Shot 3 _   

  _ 
 
 
ADD MORE ACTIONS AS NEEDED! 
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Shot List Worksheet 

 
 Interview Subject 3 Name    

 Position/Job Description    
 
 

ACTION 1 

 Wide Shot    

  _ 

  _ 
 
 
 Medium Shot _   

  _ 

  _ 
 
 
 Close-Up Shot 1 _   

  _ 
 
 
 Close-Up Shot 2 _   

  _ 
 
 
 Close-Up Shot 3 _   

  _ 
 
 
ADD MORE ACTIONS AS NEEDED! 
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 Practice 

 Remember that doing anything well is a process. Challenges 
may arise and plans may change last minute, so successful 

producers always have a Plan A and a solid Plan B. 

 Your team should practice shooting interviews and B-Roll 
before going to your location. 

 Editing your practice material will help your shooting skills - 
the best camera people are editors first. 

 See the Practice Activity in the Appendices. 
 Remember your project goals. 

 Stay positive! 
 
 
 

 
 

 

          WATCH  

Sample Video: Martin Guitar Company 
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PART III 
PRODUCTION 

 
 
 

 
WATCH  

Contest Guide Video Part III: Production 
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Lights, Camera, Action! 

 Making Good Choices 
 Be on time and stay on schedule. 
 Be respectful of people and property. 

 SAFETY FIRST. Never put yourself or others at risk while 
shooting. 

 When shooting an interview it is best to have the subject in a 
setting that helps tell the story. 

 Walk around the location to find good camera angles before 
you start. 

 Everything in the frame counts. Whenever possible, remove 
unsightly objects from the setting. 

 If ambient sound impacts the quality of your audio, change 
location to record the interview. 

 Playback your recording to make sure the sound is clear, not 
too loud and not too soft. 

 
 Equipment 

 Make sure your camera is in good operating condition. 
 Make sure that all your batteries are fully charged. 
 Make sure you have your lapel mic and spare battery. 

 Use your checklist to account for all necessary gear. 
 
 Set-up for Recording 

 Make sure your camera lens is clean before shooting. 
 Perform a test record on location for picture and audio. 

 Use headphones to monitor your audio. Playback your 
recording to make sure sound is clear - not too loud and not 
too soft. 

 
 Audio 

 Microphone placement is important. Lapel microphones 
should be placed near the subject's mouth and the wire 
should be hidden neatly. 

 If machine noise interferes with your interview sound, you 
may politely ask that be turned off. If this is not possible, 
change locations to record the interview and return later for 
B-Roll. 



15  

 Image 

 It is recommended that you shoot with available light. That 
is, whatever light already exists in the interview setting. 

 Position the subject so that the available light is most 
flattering to their image. Choose an even lighting, one that is 
not too bright, but not too dark. 

 
 Framing 

 The way images are arranged in a frame tells the story in a 
creative way. Look for frames that have important 
information in the foreground and the background. 

 Headroom is the space between the top of subject's head and 
the top of the camera frame. Leave a small but definite space 
above the head to create a balanced frame. 

 Once you have placed the microphone, established a camera 
angle that flatters the subject in an appropriate setting, 
begin recording. 

 
 Starting the Interview 

 Help your subjects relax by asking them to say and spell 
their name and job title. 

 Politely ask if subjects can focus their eye contact directly at 
the camera lens. 

 Educational media has a positive atmosphere. It helps the 
programs if subjects look happy. You may ask them to smile 
periodically if it will help them relax. 

 
 During the Interview 

 Listen carefully. A good interviewer talks very little, just 
enough to get the subject talking. Your questions are 
designed to reveal something interesting. Listen for 
information you want to learn more about then follow up 
with focused questions or prompts. 

 In order to keep a subject’s answer lively, you can prompt 
them with active phrases, like “I love my job because...” and 
ask them to complete the sentence. 

 By identifying key points in a subject’s answer, you can help 
them make the answer more concise. 

 Do multiple takes whenever possible. This allows you to have 
options once you get to the edit room. 
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 Change angles between takes to help with editing answers in 
post-production. 

 Listen for visual cues that you can shoot later. The   
interview subject will tell you a lot about the visual elements 
you will need to cover their sound. 

 

 Multiple Camera Shots 

 Wide Shot: When shooting for coverage, make sure to get a 
wide shot that includes the action and setting. 

 Medium Shot: This is still a full frame that reveals the 
subject, setting, and action. It is closer than a Wide Shot and 
wider than a Close-Up and is designed to give the viewer 
more detail. 

 Close-Up Shot: Close-ups are tightly framed shots that focus 
viewer attention on details of action. This is your chance to 
be creative. The details you choose will strongly influence 
the message and atmosphere of your film.  Shoot as many 
close-ups as your schedule allows. 

 
 Shooting for Sequence 

 Physical action makes good B-Roll. You may ask your 
subject to stage an activity so that you can shoot the action 
from multiple angles. 

 An action sequence has a beginning, middle, and end; you 
should shoot several angles of each part of the activity. 

 Be active when you're shooting. Cameras can pan, tilt, and 
track. 

 You can shoot on a tripod or hand held.  Be sure to keep your 
camera work steady. 

 Look for movement, color, and beautiful light in the location. 
 Vary camera angles dramatically - low angles, high angles, 

side angles will cut together nicely. 
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 Practice 
Pick an activity that has physical action, like frying an egg, and 
fill in the actions: 

 
Activity _ 

Beginning    

Middle    
 

End    
 
 

How would you shoot each phase of the action? 
(Hint: Remember the three questions.) 

 

Beginning: 

Wide Shot _ 

Medium Shot      

Close-up Shots      

 
 

Middle: 

Wide Shot _ 

Medium Shot      

Close-up Shots      

 
 

End: 

Wide Shot _ 

Medium Shot      

Close-up Shots      
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PART IV 
POST-PRODUCTION 

 
 
 
 

 
WATCH  

Contest Guide Video Part IV: Post-Production 
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 Organize Footage 

 Create a new project and give it a name. You will draw from 
these collections as you edit your program. 

 Select and isolate interview answers into a folder. 
 Locate and set aside the best shots (smiles, close-ups, etc.). 

 Look for shots that will work well in the beginning and end of 
your film as well as transition shots. 

 Music is an essential part of the film. Choose an 
instrumental underscore that defines the atmosphere, pace, 
rhythm and the energy of your program. 

 Editing 
 Create a new sequence and call it "A-Roll 1" 

 Drop your music into the time line, loop it if necessary and 
lock the tracks for now. 

 Put together the best of your interview selects. Choose clear 
portions of each answer to form complete thoughts. 

 Start at the beginning of the music track to build the open 
sequence. It is important that the first 10-15 seconds of your 
program be lively and engaging. Arrange several sound bites 
that together establish: 
o Subjects 
o Message 
o Location 
o Tone 

 Introduce your central message early and reinforce it 
throughout the program by adding details. 

 Let this version run long - you will tighten and refine it in 
later versions. 

 Look for strong phrases to start and end each interview 
section. 

 Evaluate and choose interview selects according to: 
o Content 
o Presentation 
o Energy 
o Composition 
o Camera Work 

 Create a natural rhythm and speech pattern by carefully 
editing words and phrases. 

 The goal is to make your edits invisible to the viewer – that 
is, you want the viewer to be focused on the content not the 
technique. 
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 Cover with B-Roll 

 Find important places in the A-Roll where you want to leave 
your interview subjects on camera. 

 Drop photos and other videos in places where you want to 
show more action and detail. 

 Keep the pace lively by changing the shot every 2-3 seconds. 
 Remember to save some great shots for your big finish. 

 Compile several short sound bites that reinforce your 
central message and make your subjects shine. 

 Be patient, editing takes time. 
 

 Polish  
 Refine edit points to optimize the rhythm of your film. 
 Adjust audio and video level. 

 Add graphics where appropriate. 
 

 Export 

 Export your final project at 1920/1080p in the H264 codec 
and follow the instructions for the upload submission 
process (details will be announced by email). 

 
 Media Ethics 

 Make it a point of pride to always make people feel good 
about how they appear. 

 
 
 
 
 
 

 

That’s a 
WRAP! 
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Media Pretest 
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Media Pre Test Activity 

Students create a 60 – 90 second team video. The video must contain each 
student team member answering the following questions; 
 
Prompt 1: Name 
Prompt 2: Grade 
Prompt 3: My favorite subject is ________________ 
Prompt 4: I want to be a _____________when you grow up 
Prompt 5: Each student completes the statement, manufacturing is 
____________ or they can describe in their own words their definition 
of manufacturing. 

 
Start by recording a Wide Shot capturing your school name, entrance 
and or a monument specific to your school. Shoot the video from at 
least three different angles, attempting to vary the background and 
framing. Remember that everything the camera sees matters – position 
the subject, camera, and other objects to suit your frame. Get multiple 
takes of each prompted answer helping your subject to be upbeat. 
Make it fun! 

 

You can shoot on a tripod or hand-held – being careful to keep your 
camera work steady. Try moving the camera around the subject to 
frames that look good to you. Include multiple Close-Ups and be 
creative.  

 

Edit your material together into a short film, one and a half minutes or 
less in duration.  

 

Pick an instrumental music track and mix it down to a level that allows 
us to hear the interview sound clearly. 

 

Polish the video and sound in your time line, then export and upload 
your film. Created videos will be shared on all Dream It Do It OKI 
Social Media platforms.
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Rules and Regulations 
 

Student Video Contest 

1. Projects must be completed by students with guidance and support from Teacher 

Coaches. 

2. Projects must be completed using video equipment provided by PCW. 

3. Production teams must complete training as outlined in the eMediaWorkshop 

Cool Contest Guide. 

4. Final projects must run between 2 and 2.5 minutes in duration. 

5. Final projects must contain at least 3 interviews and appropriate images of the 

manufacturing setting. 

6. Final projects must contain logos as indicated (each logo should appear for 

approximately 2 seconds): 

At the top of your program 

 What's So Cool About Manufacturing? logo (or animation) 

 School’s logo 

 Manufacturer's logo  

At the end of your program 

 Dream It Do It OKI Final Panel 
 

7. Teacher Coaches are responsible for leading and monitoring all activities 

associated with contest related activities, including being in regular contact with 

manufacturer for updates and scheduling. 

8. All sound and images captured in association with the project are the property of 

UWGC/PCW and should not leave the school computer without express permission 

from UWGC/PCW. 

9. All United Way of Greater Cincinnati/PCW MEDIA RELEASE FORMS must be 

delivered before production to: 

United Way of Greater Cincinnati, 2400 Reading Road Cincinnati, Ohio 45202; 
Attention Stephen Tucker or Debby Combs 

10. Each team must meet Contest Deadlines as posted and deliver final project files 
to the host (details will be announced by email). 

11. Each Teacher Coach is responsible for returning all unused footage to PCW 
or destroying all unused footage by March 31, 2017. 
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WSCM 2016/2017 Project Timeline 
 
Oct 4   Training for Teacher Coaches at United Way 
 
Oct 5 - Oct 28  “Introduction” AND “Pre-Production”   

(Contest Guide, pp 3-12) 
   

View GoPro Hero 4 Black & Silver Tutorial: How to Get Started 
Watch training videos with Contest Guide pp 3-12 (DIDIOKI website) 

1. Contest Preview Video  
2. Contest Guide Video: Part 1- “Introduction” 
3. Contest Guide Video: Part 2- “Pre-Production” 

 
Oct 28   Team Pre-Test! 
PCW Media Waivers uploaded 
Media Pre-Test: Upload Team Interviews (30-90 seconds maximum) 

  
Oct 31 - Dec 2  “Production” (Contest Guide, pp 13-17) 
 
Schedule and visit half day field trip to your manufacturer 

 
Dec 2 - Dec 15  “Post Production” (Contest Guide, pp 18-20) 
 
Produce 2 minute A-ROLL (the audio story line for your video) 

 
Dec 16   Upload A-ROLL for REVIEW  
 
A-Roll Review comments will be available by January 13 

    
Jan 16 – Jan 20 “Post Production” (continued) 
 
Add B-ROLL (cool pictures) to your 2 minute A-ROLL (audio story) 

 
Jan 20  Upload Rough Cut for REVIEW 
 
Rough Cut= A-Roll (audio story) + B-Roll (cool pictures) 
Rough Cut Review comments will be available by January 27 
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Jan 30 – Feb 3        Upload Rough Cut Revisions for REVIEW 
 
Revision Review comments will be available by Feb  10 

 
Feb 13 – Feb 17 Upload Final Cuts & Video for REVIEW 
 

- the WSCM screen at the beginning 
- the team screen (school and/or company logos) at the end   
- the WSCM partners/sponsors screen last 
  

Feb 13 – 17 Schools Complete Edited Videos &Upload Final 
Submission 

  
Feb 20 - 23  Manufacturers REVIEW and give permission 
 
Feb 24   All Videos uploaded at DIDI OKI Website 
 
Feb 27 – Mar 3  Judging 
 
Mar 6 – Mar 8  VOTING!! 
 
Mar 9!!   Awards Ceremony (6:00-7:30) at Northern Kentucky  

                                        University, Student Union Ballroom 
 

Mar 10!!   Awards Ceremony Backup date in case of inclement 

    weather 
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         Student Media Release Form                            
 
DATE:  ___________________ 
Project:  What’s So Cool About Manufacturing? Student Video Contest 
Production Date: ___________________  
Production Location:   ____________________________________ 

 
I hereby grant my consent to use and license the use of my name and likeness, whether in still or in 
motion pictures, my photograph and/or other reproduction, including my voice and features, with or 
without my name, for any editorial, promotion, trade, business or other purpose whatsoever. United Way 
of Greater Cincinnati (UWGC) / Partners for a Competitive Workforce (PCW) may exercise their rights in 
any way they see fit for their productions, for advertising, promotions and for other purposes.   
 
For good and valuable consideration, including my appearance in the Project specified above 
(“Project”), I hereby authorize UWGC/PCW to record my name, likeness, image, voice and 
performance on film, tape or otherwise (“Materials”).  I represent that I am a bona fide amateur.  I 
agree that the materials may be edited as desired and used in whole or in part in any form, format, 
manner or media, now known or hereafter devised, for any distribution purpose, throughout the world 
in perpetuity.  I understand and agree that the Materials may be used in the Project or in any other 
materials at UWGC/PCW sole discretion.  I understand that I have no rights to the Project, Materials 
and any other products or benefits derived therefrom. 
 
I represent that I have the right to enter into this Agreement and that my performance and the rights I 
have granted in this Agreement will not conflict with or violate any commitment or understanding I 
have with any other person or entity.  I agree to indemnify and hold harmless UWGC/PCW from and 
against all claims, losses, expenses, and liability of every kind including reasonable attorney’s fees 
arising out of the inaccuracy or breach of any provision of this Agreement.  I expressly release 
UWGC/PCW from any and all claims arising out of the use of the Materials. 
 
This Agreement represents the entire understanding of the parties with respect to the subject matter 
hereof.  This Agreement and all rights hereunder, shall be fully assignable by UWGC/PCW. The 
parties agree to submit solely and exclusively to the jurisdiction of the state and federal courts to 
resolve any disputes arising hereunder. 
 
 

Student Name        School 
 
 

Parent Name              Parent Signature     
 
 

Phone Number       Date 
 
__________________________________________________________________________________ 
Email Address       Cell Phone 
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Media Release for Individuals 
 
 

As an employee of 
______________________________________________________________, (the 
Company), I hereby authorize the Company, United Way of Greater Cincinnati 
(UWGC)/Partners for a Competitive Workforce (PCW), their successors and assigns, the 
irrevocable right to use, without compensation, my name, likeness, still or moving image, 
voice, quotes, appearance, and performance in print, video or internet marketing and 
communications.  
 
This authorization includes without limitation the right to edit, mix or duplicate and to use or 
re-use these materials in whole or in part, with or without my name. I acknowledge that I 
have no interest or ownership in the materials, finished products or copyrights. I waive any 
right to inspect or approve the finished version(s), including written copy that may be 
created in connection therewith. I also grant the right to broadcast, exhibit, market and 
otherwise distribute the materials or finished products for any lawful purpose, including 
publicity, illustration, advertising and web content.  
 
I am of full age. I have read this release and am fully familiar with its contents.  
 
 
Project: ______What’s So Cool About Manufacturing? Video Contest_______  
 
Printed Name: ______________________________________________________  
 
Signature: _____________________________________________________  

 

Date: _________________  

 
 

 

 

 

 
 


