	STUDIO TRAINING FORM
(Trainer’s  Copy)


	Name:




	COMPLETED TRAINING SO FAR:-


















 

  (insert date)

	1.
	Basic Studio Information
	

	2.
	Studio Training Session #1
	

	3.
	Studio Training Session #2
	

	4.
	Studio Training Session #3

	


	BASIC STUDIO/STATION INFORMATION












                 (tick)

	1.
	Is aware that they shouldn’t eat or drink in the studio.
	

	2.
	Can behave appropriately whilst in the studio.  This includes appropriate on-air conversation and appropriate behaviour towards others in the studio.
	

	3.
	Is aware that headphones must be worn when mics are on, and why this is the case.
	

	4.
	Is aware that ideally only three people should be presenting the request show at once.  That is one T.O. and two presenters, or a silent T.O and three presenters.
	

	5.
	Knows that the T.O is responsible for the on-air behaviour and musical content of the request show, and should ensure that others behave and use the studio equipment appropriately.
	

	6.
	Knows how the Air Conditioning Works
	

	7.
	Knows how to log a fault with the studio
	

	8.
	Knows how to check the answerphone
	

	9.
	Knows how to restart Automation PC and log.
	


	STUDIO TRAINING SESSION #1 (an introduction to the studio desk)


	1.
	Knows how to switch the studio on and off.
	

	2.
	Knows how to access the Myriad system on the PC and has been given a username and password.
	

	3.
	Knows how to turn the portable TV on and how to let people in using door phone/ button.
	

	4.
	Knows about all the different lights between the speakers including “mics live” red light, phone and corridor bell and why not to enter a studio when the mic live is on and how to answer the phone when a caller dials in.
	

	5.
	Knows how each control strip works: fader, push-button start, level adjust etc.  Is aware of benefits and limitations of the two methods of playing tracks.
	

	6.
	Knows the functions and how to switch between “A” and “B” channels on the desk when appropriate.
	

	7.
	Knows which buttons to avoid on the desk e.g. pan, aux send, bass etc.
	

	8.
	Knows the appropriate sound levels for speech and music (5 for music, 6 for speech)
	

	9.
	Knows to set the studio speakers to a sensible volume.
	

	10.
	Knows how to set up their microphone correctly, and do a mic test for themselves and others. 
	


	STUDIO TRAINING SESSION #2 (intermediate functions of the studio desk)


	1.
	Is familiar with the layout of the Myriad keyboard, and how to search for carts.
	

	2.
	Knows how to cue up and play a song track on Myriad.
	

	3.
	Knows how to cue up jingles and sweepers, including request show & news ones.
	

	4.
	Knows how to cue up a CD using single mode, scrolling into middle of track for level, countdown mode. Knows why these functions are important, but that countdown mode doesn’t work on track 21 or more.  Is aware that open/close controls “lock out” once the song has started.
	

	5.
	Knows how to cue up a vinyl record, how far to spin it back once start of track is found, and knows which speed to select.  Is familiar with the dynamics of vinyl.
	

	6.
	Knows how to perform a link; song-to-song, song-jingle-song, and song-speech-song. Knows the difference between Jingle/Sweeper/Dry Sweeper
	

	7.
	Knows that it is wise to have an “emergency track” set up on a CD track ready in case of problems with Myriad.
	


	STUDIO TRAINING SESSION #3 (advanced desk features and further Myriad guidance)


	1.
	Knows how the telephone hybrid works.
	

	3.
	Knows how to switch the studio on and off air plus back to automation including offer buttons
	

	4.
	Knows how to switch to IRN for the news.
	

	5.
	Can use more advanced features of Myriad, such as super-sweeper, cart player controls, live assist, and enhanced “find” options.
	

	6.
	If appropriate - Is able to confidently start and finish the Request Show using appropriate jingles and learnt procedures.
	

	7.
	Is able to confidently go to the IRN news at the appropriate time, using correct jingles and learnt procedures.
	


