
http://www.pvtvlearning.com
http://www.parkervision.com
http://www.pvtv.com


1
After completing this 
section you will be able to
• Identify the most common

mistakes in speaking on
camera

• Use tips to improve on-
camera performance
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Anchors, who are also called the
TALENT, read from a script,
either a hard copy (on paper) or a
TelePrompTer screen.

It sounds as if this job would be
simple enough, but there’s more to
being an anchor than the ability to
read aloud. How an anchor delivers
the script is very important. There

are several factors that will help
you to appear more natural and
relaxed when you perform the role
of talent. First, read the script
aloud several times. You’ll notice
that this is harder than you think.
Pronounce each word clearly and
don’t drop off the endings of words.
You may have to open your mouth
a little more to pronounce the
words correctly and completely.
Mumbling does not make a good
impression!

Talking too quickly is a more
common problem than talking too
slowly. When reading in front of a
group, many people have a ten-
dency to speed up, especially when
they realize they’re getting close
to the end of the sentence.
Whatever they have to say in their
last few sentences is lost on the
audience because by that time
they are reading at warp speed.
The TelePrompTer can help to con-
trol this behavior because you
have no choice but to read at the
pace set by the prompter operator.
Make sure that you run through
the script on the TelePrompTer sev-
eral times until you find a speed
that is comfortable for you and
good for your audience too.

Appearing on camera comes naturally to some people,
but for most, it’s a little intimidating. And no matter
how good you think you are, there’s always room for
improvement. With some specific tips and practice
anyone can feel more confident about appearing on
camera. Two of the most common situations television
production students find themselves in are the roles of
anchor and reporter. The first is very scripted and
structured; the second, while still somewhat struc-
tured, leaves more room for spontaneity. We’ll discuss
the role of the studio anchor first.

Preparing to Read (the News)

Objectives:
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Pay attention to the use of punctua-
tion in your script. You probably
learned this back in the third grade,
but it’s time for a quick review. A
comma means a pause, a brief rest
between words or phrases. A period
means a full stop. Wait a little
longer than you would for a comma.
When you see a comma in the
script, be sure to pause, and when
you see a period, stop!

Check to see if there are any
words or phrases that may cause
you difficulty. If there’s a word
that’s particularly hard to pro-
nounce, and you can’t change it,
then try “sound spelling” it
(spelling it phonetically) on the
TelePrompTer. No one can see your
notes, and anchors do this on the
news. When you have to read num-
bers, spell them out. This elimi-
nates the possibility of transpos-
ing or misstating them.

Watch out for tongue twisters.
Sentences should be kept brief and
simple. The viewer can’t go back
and listen again for something he
or she didn’t understand, so the
message must be clear.

The expression in your voice is
critical to how your message is
received. It’s hard to strike a bal-
ance between being too upbeat and
being too casual. That’s the art of
being a good anchor! If the tone of
your voice doesn’t match the words
you are reading, people will take
the wrong meaning. Generally, the
tone of your voice overrides the
words, so if you use a flat, expres-
sionless voice to report that the
pep rally last week was the most
exciting one in the history of the
school, your audience gets the
message that it was really no fun
at all. Here’s an experiment to try.
Read these sentences aloud, in a
normal tone, but each time put the
emphasis on the word shown in
bold.
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Even though the words are the
same, the message changes. Tone
and expression really are impor-
tant to the overall message. Use a
conversational tone of voice and
put inflection in your voice where
it’s most natural. No one likes lis-
tening to extremes. On one end of
the scale is the monotone, a voice
devoid of all expression, and at the
other end of the spectrum is the
hyperactive voice with so much
expression that you’re left feeling

exhausted when the talking stops.
Somewhere in between is where
your expression and tone should
lie. Don’t try only to imitate the
style of other anchors you have
heard. Work on developing the best
voice for you.

While we’re on the subject of
making a good impression, be sure
that you maintain eye contact with
your audience. This can add
emphasis and authority to your
presentation and create a bond
with your viewers. One of the great
advantages of television is its abil-
ity to create an illusion of one-to-
one intimacy between the talent
and the audience through this
kind of eye contact.

YOU can eat blueberries in May.

You CAN eat blueberries in May.

You can eat BLUEBERRIES in May.

You can eat blueberries in MAY.
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The goal is to appear as natural as
possible when reading from a
TelePrompTer, so it is important to
arrange your cameras and the LCD
prompter panels correctly. The dis-
tance from the camera and LCD
prompter panel to your talent should
be no less than eight and no more
than twelve feet. The LCD panels can
also be tilted forward if needed.

When you read from a prompter

script, don’t forget to blink natu-

rally. Newcomers to the TelePromp-

Ter often display what is called

“TelePrompTer stare.” Do not let

your eyes follow the script so

closely that when you get to the end

of a line the audience knows it. The

best solution to this problem is to

practice. The more familiar you are

with the script, the more relaxed

you’ll appear.
After you’ve practiced speaking

clearly and have developed the right
expression and a good pace, you’re

ready for a sound check.
You’ll want to know how to
do a sound check cor-
rectly so that your voice

will be at the right level when it’s
time to actually go on air. In a tradi-
tional setting the person operating
the audiomixer raises the level of
your mic until your voice falls into
an acceptable level for broadcast.
Don’t tap on the mic or blow into it.
These are pointless tests, and nei-
ther is good for the mic!

For a sound check you need to
speak exactly as you would on air,
live. You may be asked either to
count or to read the first few lines of
the script. Reading a few lines of the
script is the best option because it
gives you practice, and you can put
more enthusiasm into a script than
into a string of numbers. Keep read-
ing until you’re asked to stop.
Sometimes adjusting the levels can
be tricky, so the sound check may
take longer than planned. Be patient
and cooperate cheerfully. The
behind-the-scenes crew is working
to make the broadcast – and you,
the talent – look good. And one other
word of advice to talent: always act
as if the mic is live and the camera
is “hot.” This will save you from any
possible embarrassment!
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1. Name three areas you can work on to improve your on-camera
delivery.

2. Describe three things you can do to deal with difficult words in
a script.

3. When the tone of the speaker and the words do not match,
which one carries more weight?

4. Why should you use your “on-air” voice while doing a sound
check?

5. What must you remember when reading from a TelePrompTer? 

<<<rewind
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WAREHOUSE FIRE
TWO DEAD, FIVE INJURED

ARSON SUSPECTED
Gasoline found

Detectives searching
for more clues

one-million-
dollar loss

After completing this 
section you will 
be able to
• Write copy in broadcast

style
• Create effective leads
• Use the present tense and

active voice whenever pos-
sible

• Define the Rule of Threes
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Newswriting

Objectives:

After gathering facts and shooting
the interviews, analyze your infor-
mation. Most often a story is pretty
straightforward, but sometimes the
truth will turn out to be different
than you first imagined. Whatever
you learn, write the story in an
objective and unbiased manner. As
the reporter, you should include at
least two sides of any issue. Do not
favor one side over another, and do
not give an opinion. News is based
on facts, so be sure your story
answers all the important ques-
tions: who, what, when, where and
why. Accuracy is vital to your cred-
ibility. If you consistently get the
facts wrong, you will lose your
credibility and your audience.

Writing for television is differ-
ent than writing for print media
such as magazines and news
papers. Use simple language and
short, declarative sentences.

In every paragraph, and
throughout the story, put the main
point first. Structurally, think of
an upside-down pyramid, with the
big, important, weighty informa-
tion on top; then move down to less
important details. Your goal is to
catch the viewers’ attention, so use
your best video first. Your lead
sentence will go with that video.
The lead sentence is the first sen-
tence of the story.

Being the most important, the
lead sentence often takes the
longest to write. One type of lead
sentence simply states the main
point of the story. Another lead,
called an umbrella lead, explains
that the story will have many dif-
ferent aspects and tells the audi-
ence how these points tie together.

The easiest and therefore 
most overused lead is based on a
question:

“Have you ever wondered what’s
behind these doors?”

Asking a question in a lead can
pique viewers’ interest, but this
approach tends to make the news-
cast sound unsure of itself. Limit
the number of question leads you
write.

A descriptive lead can establish
a setting, but keep it short!

We’ve been talking a great deal about the fact that 
television is a visual medium, but don’t be misled into
thinking writing is unimportant. In a news broadcast,
words are the all-important “glue” that holds pictures
and sound bites ( interview remarks)  together.
Newswriting is simple, direct and clear. Too many
words and you confuse viewers; too few and you fail to
make your point.
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“With a burst of color the fire-
works painted the night sky.”

Using a contrast lead provides
an interesting twist:

“Last year Mary Jones thought
she would never dance again.
Today she is performing the lead
role in the ‘Nutcracker’ ballet.”

Try a metaphor or simile, but
watch out for clichés!

“The hallways are like rush-hour
traffic, packed and slow-moving.”

“To a new student, the campus
is a maze.” (Cliché!)

Once you get past the lead sen-
tence, writing usually gets easier.
When you’re beginning, the Rule of
Threes can help you structure your
package. Use three sentences at a
time and vary the sources.
Alternate between narration (your
voice-over), interviews and a stand-
up. This keeps the pace of the story
moving. You’ve only got a minute
or a minute and a half, so this can
help to make it interesting.
EXAMPLE:
VO Voice-over: Your narration –
two or three sentences

SOT 1 (sound on tape – the
sound bite from interview) two or
three sentences

SOT 2 (sound on tape – the

sound bite from interview) two or
three sentences

Nat sound video of
activity

Stand-up - The reporter sums
up the information and signs off.

Write in the present tense for
broadcasting. Here are some exam-
ples of how you can change your
writing to the present tense and
still retain its meaning:
Past: “The manager said he
would look into the recent increase
in tardiness among his employees.”

Present: “The manager says
he will look into the recent increase
in tardiness among his employees.”

Past: “Detectives were search-
ing for clues.”

Present: “Detectives are
searching for clues.”

You can’t always write in the
present tense. One way to keep a
feeling of immediacy while
describing actions that have
already ended is to write in the
PRESENT PERFECT TENSE.
Present: The oldest buildings
in town collapse.

PRESENT PERFECT TENSE:
The oldest buildings in town have
collapsed.

Detectives were
searching for
clues...

WRONG

Detectives are
searching for
clues...

RIGHT



The driver was
stopped by the
police officer...

WRONG

The police officer
stopped the
driver...

RIGHT
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In a passive-voice sentence the
verb expresses an action per-
formed on a subject. Usually the
passive-voice sentence uses a form
of the verb “to be” as a helping
word. In active voice, the subject
performs the action. You can see
why active voice sounds more
interesting.

The receiver of the verb’s action
precedes the verb:

Passive: The driver was
stopped by the police officer.

Active: The police officer
stopped the driver.

One trick for a quick fix: drop
the verb “to be.”

Passive: The Jazz Festival
was centered on the availability of
Metro Park in October.

Active: The Jazz Festival 
centered on the availability of
Metro Park in October.

Better still, change the verb:

Passive: The pier at the
beach was in need of extensive
repair.

Active: The pier at the beach
begged for repair.

Of course, you can’t always
write in active voice. Certain
phrases are always passive, for
example, “Jane was born.” Still,
make the effort to write in the
active voice. This demands more
creativity on your part.

Even when addressing thou-
sands of people, write as if you’re
speaking to only one person in a
conversational style. Listen to oth-
ers whose work you admire, and
try to imitate their good habits.
Avoid using pronouns. If you must
use a pronoun, be sure it agrees
with and is close to its antecedent.

Finally, numbers are hard to
absorb when you can’t see them
written down, so make it easy for
your audience. If you must use
numbers, simplify them.
Comparative phrases are better
than numerals in most cases.
“More than twice as many” is bet-
ter than “twelve the first time and
twenty-five the second time.”

Use active voice instead of passive voice to make your
writing stronger. How do you know if what you write is
active or passive voice?
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1. What does unbiased and objective reporting mean?

2. Describe the “inverted pyramid” style of reporting.

3. Define the term “lead sentence” and describe three different
types of leads.

4. Explain the “Rule of Threes.”

5. The passive voice uses all forms of the verb ”to be.” Name the
eight parts of the verb “to be.”

6. Even though television is broadcast to thousands, 
how should you write your copy? 

<<<rewind



After completing this
section you will be able
to
• Describe the functions

of SCRIPT Viewer
• Identify basic script

commands
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SCRIPT Viewer

Objectives:

The SCRIPT Viewer system has a
mini-viewer window that is also
displayed on the local monitor. It
runs the script at the same speed
the anchors see on the LCD panels
of the cameras. The mini-viewer
window also displays the total run
time of the script, how much time
has elapsed and how much time is
remaining. All are tools you can
use to keep your program on
schedule.

The SCRIPT Viewer system in Studio is where you
can create a file, type your script, save it and later play
it back on the TelePrompTer screen.

It has standard word processing features plus cus-
tomized options specifically designed for broadcast
production. The script can also be modified by enlarg-
ing or reducing the font size, changing font style and
color of text, adjusting scroll speed as needed, and
pausing or delaying the scroll on command for a spec-
ified amount of time, then restarting it.
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A second MiniViewer window is
also on the automation monitor for
the director to watch.

The SCRIPT Viewer system lets
you insert automation commands
into a script, such as a pause for
videotape roll-ins or graphics to be
displayed. With a second command,
the script can be set to begin mov-
ing automatically when the video or
graphics are finished.

The cue command sets the
script at the beginning. You can
customize a cue time; for example,
after the script is cued you can

insert a five-second countdown
command. The delay command
inserts a delay anywhere in the
script for the amount of time you
specify. The pause command holds
the script in pause mode until it’s
activated. You can also display a
date and time command.

The most powerful command
inserted into the script is the
“Transition Macro” Step command.
When this feature is desired, it
allows the PVTV macro, thus your
show, to be “script” driven.
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1. Describe the role of SCRIPT Viewer.

2. List the ways in which you can modify the words on the script
and the speed. 

3. What is the mini-viewer used for and what important 
information does it contain?
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After completing this
section you will be able
to
• List and define the

parts of a news story
• Describe the elements

needed to produce a
news story

• Work as part of a
reporter/photographer
team to shoot and
write a news story
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This is just one difference between
anchors and reporters. Another is
the use of a microphone. In the 
studio, the anchor usually has
either a clip-on lavaliere or a desk
mic on a stand. In the field, the
reporter may use a clip-on lav, but
he or she is more likely to use a
hand-held microphone. It’s crucial
that the reporter be familiar with
the pickup pattern of the mic and
know exactly where to stand and
how the mic must be held for the
best sound quality.

PACKAGES are the founda-
tion of any television newscast. A
package is a one- to three-minute
edited report, cut and ready for
broadcast. News anchors introduce
packages and often comment on
them, or “tag” them, after they have
been shown. Usually a reporter,

photographer and editor will work
together to create a package.

Packages have several different
parts: video composition, sound
bites (SOT or Sound On Tape),
stand-up and voice-over (VO).

Video is a very important part
of a package. After all, it wouldn’t
be television without pictures!
Good picture composition is the
key to getting good video. Import-
ant factors contributing to good
video are SHOT SELECTION
and SUBJECT PLACEMENT.

Like anchors, reporters are in front of the camera. But
with the availability of satellite trucks, reporters are
frequently required to do live-breaking stories as well
as taped segments in the field. The advantage of tape is
that, if a reporter makes a mistake, there’s a chance to
correct it with editing or a second take before it goes
on the air. A reporter must speak clearly and with
expression, not too quickly or too slowly. With no Tele-
PrompTer to set the pace, the reporter must develop
these skills until they become second nature. 

The Parts of a News Story

Objectives:
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First, decide what types of shots
are needed to tell the story. Since
television is a small screen, keep
wide shots to a minimum. Close-
ups support the story and provide
visual impact. Be sure to shoot
close-ups for every story. Don’t
overlook medium shots either.
They should be placed between
wide and close-up shots to soften
the jump in perspective. For edit-
ing purposes shoot a variety of
shots and hold each for at least ten
seconds. You may decide to use
some shots later as cutaways to
further illustrate a point or cover a
“hole” in the action. Zooms and
pans often make editing more dif-
ficult, so keep them to a minimum
if you use them at all.

The background of your subject
is extremely important to the over-
all composition of the shot. Make
sure there’s no wasted space or
visual “junk.” Don’t place a subject
in front of a window, or he or she
will be silhouetted. (Close the
blinds or find a different angle.)

Remember, the light should fall

on the photographer’s back and
the subject’s face! Angled shots
can add another dimension to your
story, but like pans and zooms,
they should be used only occasion-
ally. Remember, the goal of a pack-
age is to tell a story, not to dazzle
viewers with camera tricks, leav-
ing them wondering what the story
was about.

The second part of a package is
the sound bite, or SOT. SOT stands
for sound on tape. A sound bite is a
small portion of an interview, one
or two sentences long, that usually
is seen or heard for five to 20 
seconds. Example: You’ve just
interviewed the principal and
she/he spoke for two minutes,
forty-five seconds. As your entire
package will be only a minute and
a half long, you must condense the
interview. Choose the most impor-
tant statement(s) to include, and
you have your sound bites. Sound
bites are an added dimension to
the story, offering a variety of
comments and opinions needed to
help provide balance.

Do not place a subject in front of a busy back-
ground; it’s too distracting for the viewer.

Do not place a subject in front of a window, or
he/she will be silhouetted.



   Well,
          the way I see it,
      it’s something that
    needs to happen. This
     has been building and
    building for a long time,
        and finally it’s being
       addressed. I’m really
             happy that it has
                  come to the
                       forefront...
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Once you’ve set up an interview
date and time, be sure to arrive on
schedule. Establish a pleasant
atmosphere and talk with your
subject before shooting. Make the
interview subject feel comfortable.
You can do this while the photo-
grapher is setting up the tripod,
camera and any other gear. It’s a
good idea to ask interview subjects
to pronounce their name and spell
it on tape (as well as any title they
might have) to prevent mispronun-
ciations or misspellings when the
story goes on the air. Know your
topic and bring a list of intelligent
questions with you. Good questions
elicit good answers.

For in-depth interviews, ask
open questions that let the subject
elaborate on the topic. This type of

question encourages a free
response and usually begins with
phrases such as “What do you
think?” “How do you feel?”
“Describe,” “Explain,” etc.

On the other hand, there may be
times when a simple “yes” or “no”
answer will suffice. In those cases,
a closed question phrased with
words such as “Did you,” “Could
you,” “Will you...?” etc. will work
best. After the question is asked,
LISTEN to the answer! This can lead
to even better follow-up questions.
The best interviewer is one who lis-
tens. If the answer is what you’re
looking for but is a little sloppy or
long-winded, rephrase the ques-
tion or ask the person to summa-
rize his thoughts. After the inter-
view is over, be sure to thank the
person and express your apprecia-
tion for his time.

Sometimes an interview doesn’t
go as planned. Reporters must
think quickly to keep the interview
on track while reacting to the
unexpected. This takes practice, so
always have one or two emergency
questions and responses ready in
case the need arises. For example,
if the interview is being taped, you
may want to stop the taping to
allow yourself time to respond. If

As a reporter, it is your job to represent the audience
and ask the questions they would most likely want
answered. A television interview can range from brief
person-on-the-street sound bites to complete conver-
sations. Look for people involved with interesting
points of view. A reporter must be prepared with back-
ground information and written questions before
going out to conduct an interview. The better prepared
you are, the better your chances of getting good
answers. To a large extent, your skill as a reporter
depends on your skill as an interviewer.
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you’re conducting a live interview,
the producer may help with a
response or tell you simply to end
the interview with “Thank you for
your time. Now back to (name of
anchor.)”

When the reporter speaks
directly to the viewer on camera,
it’s called a stand-up. Reporter
stand-ups serve several purposes.
First, viewers can see who is
reporting to them. Second, it can
show the reporter in a setting
directly related to the story, giving
the reporter validity for being on
the scene. The stand-up is also the
place to present important infor-
mation that wasn’t covered else-
where in the story, A stand-up can
be used as a bridge between two
parts of a story or to connect two
opposing views. Finally, the stand-
up can close a story, letting the
reporter sum up and sign off. Most
stories use only one stand-up, but
there are occasional exceptions,
especially if bridges between inter-
views are required.

The photographer and reporter
work together to decide on the
most effective shot for the stand-
up. Be creative. Try walking into
the shot to begin speaking, or walk
out of the shot at the end. 

Reporters sometimes use a prop
that relates to the story, or refer to
something in the background.
These are acceptable ways to do a
stand-up. If you’re signing off at
the end, remember to use the pres-
ent tense and say “This is __
reporting “ instead of “This has
been __ reporting.”

Here’s a traditional way for the
camera operator and reporter to
work together to shoot the best
stand-up. The reporter gets into
position. The camera operator sets
the shot and pushes the Record
button. After ten seconds the 
camera operator says “Rolling.”
The reporter says “Take one, three,
two, one,” pauses, then speaks.
After finishing the stand-up the
reporter should hold still for a
moment and remain looking
directly at the camera. If the
reporter or camera person has
made a mistake, the process
should be repeated, this time 
calling it “Take two,” and so on.

Yes, I think so.



Take one in...
three...two...
one...
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A voice-over is the reporter speak-
ing on tape OVER THE
VIDEO, hence the name “voice-
over.” Voice-overs (VOs) are
recorded after all the shots for a
story have been completed and the
script has been written. The
reporter tapes the voice-over in a
soundproof area. The VO must be
free of “umms,” “uhhs” or other dis-
tracting noise such as sniffing,
throat clearing or paper rustling. It
may be necessary for the reporter
to read through the VO several
times before getting it completely
right. If there’s a mistake made
while reading, the reporter either
starts over from the beginning or
goes back to the last complete sen-
tence and starts from there. (This is
called a “pickup.”) Never begin a
pickup from midsentence!

The procedure for a VO is the
same as for a stand-up. The tape
rolls for ten seconds; the reporter
says “Voice-over take one. Three,
two, one.” After a pause, the
reporter reads. If you need to redo

a section, include the correct take
number on the tape. When reading
from a script, mark the places on
the script where there are multiple
takes and note which take is most
likely to be the best. When it’s time
for logging your tape (looking at
all of the footage you have shot
and selecting the best takes), this
will make it easier to find. Most
stories have at least one voice-over
in a package.

The reporter’s voice is not
always used. News anchors also do
VOs for packages. If an interview is
long but very good, you can use
the voice of the person you inter-
viewed for a voice-over. When you
edit the story, combine the voice-
over with some of the extra shots
your photographer took for a very
professional piece.

Here are a few practical tips for
the photographer when shooting
in the field:
1. Pre-roll! Start the tape rolling

before the shot begins. Losing
the first or last few words a
speaker says can come back to
haunt you. Make it a habit to
record at least ten seconds
before counting down your
reporter or subject. This applies
anytime you’re shooting!

Keep track of the number of takes you shoot. If you
have an extra person on the shoot, ask him/her to log
the takes and circle the number of the take that
sounds the best. Doing this quickly and correctly
comes with practice.
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2. Wait for a natural break in the
interview before you stop
recording. Roll a few extra sec-
onds as insurance against cut-
ting off the last few words.

3. Get close to your subject...really
close if you’re not using a plug-
in or external microphone. The
human ear can tune out a lot of
real-world background noise,
such as air conditioners, fans,
airplanes and other machinery.
A microphone cannot. It hears
everything! Without a separate
mic keep the distance between
camera and subject to no more
than four or five feet. Avoid
shooting in extra-noisy areas
like gyms and crowded hallways
(anywhere the acoustics are not
good for a condenser omnidirec-
tional microphone). Listen for
sounds you do not want, like
birds, airplanes or traffic noise,
and try to avoid them.

4. Avoid shooting outdoor inter-
views in windy conditions; oth-
erwise your audio will be full of
the sound of wind. If you must
shoot, find a protected place.
Camcorder mics aren’t equipped
to handle wind noise (created by
the wind blowing across the
microphone’s pickup element),
and even with a windscreen
your sound quality will be bad
and full of whooshing sounds. 

5. And finally, shhhh! Even if
you’re behind the camera, the
omnidirectional mic can still
pick up your coughs, sniffs or
sneezes. It even picks up breath-
ing if you happen to be a little
out of breath. Be careful of what
you say on tape. Don’t say any-
thing you wouldn’t want
replayed for the entire school.
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1. What is the foundation of a newscast? 

2. List and define the four basic parts of a newscast. 

3. What is the difference between an open and a closed question?
Give examples of each.

4. How is a stand-up used? 

5. Describe what to do if you make a mistake when taping a 
voice-over. 

<<<rewind
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