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INTRODUCTION

In order to serve properly the educational program of the health sciences institution,
the director of the biomedical communications department should report to the chief
educational administrative officer of tlie institution (see. Figure 1). The budget for the
biomedical communications program is a part of the total education budget and,
consequently, a variety of systems can be employed in determining expenditures and
cost-cffectiveness of the communications effort. / ’ i

A complete biomedical communications program will include art, photography, and
television production; will service classrooms with
evaluate communications programs. Art production/will include drawings in all media,
graphic art, and display design and execution. The/photography section will supply still
and motion pictures including specimen photégraphs, patient photoéraphs,ffundus
photographs, graphic arts copy photography/ slides in all formats, and prints -in
black-and-white and color. The television sgtion will produce studio and remotely
originated programs, both live and récorded. .

The clissroom services section will” profide projectionists, projectors of all kinds,
audiotape recordings, and playback of telgvision programs. In addition, this section will
schedule classrooms and other cd\ucu't‘io_ al space for seminars, workshops, and’ educa-
tional-technical meetings. In some schgols, classroom-laboratory schéduling is a respon-
sibility of this section,

In a number-of schools, the biomedical communications department works closely
with the department of medical’ education to develop and evaluate educational

N . . . : N .
communications methods. A clos€ working relationship “between the communications

production department and the educational rescarch and development department is an
essential component of the newer curricula in health sciences schools. o
Additionally, the bioniedical communications endeavor must includes the activitié® of
the health sciences library. In most schools, the library is a separate entity at this time.
However, growinﬁ interrelationships between audiovisual materif& and the printed word
necessitate close cooperation betweer”the two. In at least one school, the-policy has been
established that n r(prinl media for individual study are handled by the library in close
{coopcration with” the audiovisual department; nonprint media for group study are
‘handled by the audiovisual department with cooperation by the library.
Among the developmental activities of the biomedical communications department is
" thal of training workers in the field. Chapter 7 of Part 1, Volume 46, of the Journal of
Medical Education discusses manpower needs in the areas of educational technology and
biomedical - communications. This report recommends that cach department of
biomedigal com;,nuniéutiions train some portion of its technical staff. Because fully
~trained technicians are rarely available for every deparmental function, well-organized
“on-thesjob training programs to upgrade semiskilled employees have proved to be both
feasible and cconomically justifiable. New professionals likewise benefit from on-the-job
experience, and a good communications department will provide internship programs for
graduates of professional training programs.

v

4 !

ese media; and will develop and
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‘ STAFF

Biosncedical communication departments are made up of prafessional, technical, and
clerical personnel, The professional personncl are media generalists, having expertise in
the design and production of all audiovisual materials. Although the professional may
have extensive background, training, and experience in a spegific area such as art,
photography, or television, he will be able to design audiovisual materials which use all
appropriate. media. The technician will be capuble of producing or assisting in the-.
production of audiovisual materials in his own specialty area. In addition to their routine
tasks, clerical workers will have knowledge of the language used by biocommunications ™
personnel and the varicty of media products. They will be acquainted with the facets of
cach kind of production so that they can answer questions regarding the stage of
production of a specific piece. Finally, becausce they will be the most frequent contact
between the audiovisual depattment and its clients for routine work, the cleglal staff
must reflect the best sttitudes of the department.

Few formal training programs exist to produce biomedical communications personnel.
Many schools have found that professionals with backgrounds in commercial or
cducational  media can casily transfer their skills to biomedical communications,
Technical personnel most often are recruited from. established industrial and educational
institutions. Scveral new programs have recently been established to provide training in
biomedical communications: these include the Internship Program at the University of
Nebrasks Medical Center. the Ph.D. Program at the University of Cincinnati ‘Medicul
Center, andithe M.D.-Ph.D. Program at Duke University Medical Center.

Appendix 1 of this monograph consists of sumple position descriptions of biomedical
communications department personnel, THese position descriptions are those used al
Duke University Medical Center and are intended to serve as a general guide to those
mvolved in employmg media staff or in establishing positions for a ne department. By
relating manpower nceds to salary levels, it is possible to arrive at a budget for personncl

in a biomedieal communications department.,




"BUDGET GUIDELINES

In order to determine the costs of operating a biomedical communications entity, il is
neeessary to take several budget items into consideration. These are personnel, hardware,
supplics, auxiliary scrvices, staff continuing education. and indirect (pdministrative and
space ) costs, ,

.

PersormeL»\ v I

To beginta new enterprise. it is necessary to employ a leader and to employ staff
support for his activities a sceretary, for example. In addition, of course, other
technical and professional personnel must be employed immediately after the specific
bbjectives of the new enterprise have heen determined. For example, a biomedical
communications entity will operate to support the three major programs of ‘any health
“center  patient dare. research, and education, In order to satisfy the requirements of
these three major programs, then, it will be neeessary to employ photographers and
cmematographers for the patient illustration activitics; illustrators (artists), photog-
raphers. and cinematographers for the regearch support activities? artists, photographers,
cinematographers, and television  production personfiel to support the education
activitics. These kinds of people will then be prepared to answer requests by the health
center's fuculty and staff, They will probably not be able to share responsibility for
specific teaching-learning experiences which are provided exclusively by the faéulty and
staff. .

In order to participate dircetly, the biomedical communications enterprise must
emiploy persons who will work to identify audiovisual and other nonprint materials which
will meet the teaching-lcaming objectives of the health sciences center’s programs, These
nonprint materials may then be purchased or locally " produced us -appropriate. The
support of the health scicnees center's faculty and staff activities by the biomedical
cormmunications’ entity will then be two-pronged: guidance in the production of nonprint
materials and guidance in the acquisition of non-print materials from outside spll‘rccs.

Experienee suggests that o basic staff might be: : :
‘
Administration:

I Director
I Sccretary

Stilt Media Production: |
2 Photographers

I Medicul Artist ( :
1 Graphic Designer
Motion Media Production: ‘ .
I Cinematographer '
1 TV Producer-Dircctor
I TV Engineer
2 TV Technicians

-
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Education:

‘1 Education Specialist

1 Instructional Designer .
Media Library: ’ .

I Librarian

1. Library Clerk o ¢ *
Audiovisual Services: o '

I Audiovisual Technician ) .

1 Projectionist - o

.

A staff of this size and composition will be abie to support the health sciences center's
activities at a minimal level in all facets of biomedical commuagications. If the center’s
biomedical communications objectives are not so sgphisticated as to necdiall these kinds
of personnel, a basic staff cap be deiermined which will satisfy the limited objectives, For
example, some centers have elected not to supply centralized classroom support in the
form of audiovisual technicians, projection equipment, and projectiofists, At other
centers, the library includes nonprint materials in their acquisition, cataloging. storage,
and circulation activities. Still other centers provide for instructional design and
education specialist activities through present facylty and staff or through another entity

involved in educational development and rescarc#® These last aclivities arc a vital part of |

the biomedical communications enterprise, and there should be a very close relationship,
if not a direct administrative link. .

Following is a list of personnel positions and salary ranges as determined by a survey
conducted by Algernon Allen 4f the Purdue University School of Veterinary Medicine
and Lou Audette of the University of Connecticut Health Center at the October 27-28.
1971, Conference of Directors of Biomedical Communications in Atlanta-at the National

" Medical Audiovisual Center. The extremes in salary for each position vary greatly. The

average salaries, however, reflect the current market.

PERSONNEL SALARIES
Salary
Category Position - Average Range
Administration: o
) Director . 18,751.00 (14,000-28,000)
Administrative
Assistant 11,246.00 ( 6,000-19,500)
(Assistant Director)
Secretury 6,220.00 ( 4,600- 9,200)
Art: ‘ ’ <
Chitf Medical Artist : 11,826.00 ( §,200-19,000)
Graphic Designer 7.833.00 ( 7,500- 8,000)
Computer: .
- Director 14,250.00 (13,500-15,000)
Programmer 10,500.00 ( 8.500-13,000)
Key Punch . .
. Opcrator . 6,800.00 ( 5,200- 9,000)
6




4

. Salary
Average - Rané —

-—

Category Position
Education:
A Education .
Specialist 13,590.00 ( 6,000-20,000)
“Technical ,
Writer ‘" 9,500.00 ( 8,000-11,000)
. Instructional N
Designer 1’2,000.00\ ( 8,000-16,000)
Library: \
Senior Librarian 12,166.00 (11,000-13,000)
Librarian 7,166.00 ( 5,200- 9,500)
Clerk 7,300.00 ( 5,600- 9,000)
Photography: ‘
Chief Medical
Photographer . 10,752.00 ( 7,200-14 40D)
Medical
Photographer 8,580.00 ( 5,200-12,300)
) Dark Room
Technician 6,656.00 ( 4,000- 9.400)
Services: _
Audiovisual

Television:

Cine Production:

Printing Shop:

Technician
Projectionist/Assistant

Average Student
Assistant Wages

Producer/Director

Chief Engineer

~ Technician

"Director-

Cinematographer
Assistant Director-
Cinematograpfer
Editor

Technician

Manager

Assistant Manager
Press Man

Helpers
Compssitors

~

7,262.00 ( 5,000-12,000)
5,775.00 ( 4,000-10/700)

2.00/hr. (1.50-3.p0/hr)
I

11,677.00 ( 7,500-16,500)
12,189.00 ( 8,000/17,000)
7,727.00 ( 5,000-12,000)

14,000.00 ( 9,500-18,500)

12,000.00 ( 8,500-16,000)
12,000.00 ( 8,500-16,000)
£260.00 ( 7,000- 9,500)

14,000.00
11,000.00
9,000.00 ( 8,200-10,400)
7,500.00 ( 7,100- 8,200)
9,500.00 ( 7,300-11,800)

In addition to salaries, pcrsonn“cl costs must include fringe benefits. These, of course,
will relate directly to the institution’s policies, and the costs may therefore vary from
10% - 20% of salaries.

/
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Equipment. ' : : »

A beginning biomedical communications enterprise will have to tool up for its
activifges. The level and sophistication of the instrumentation necessary to meet
olﬁez‘ivcs will determine the original expenditures for equipment. Another factor, of

course, 1s.the sophistication to which the genter aspires in local productions of nonprint
materials. Biomedical communications equipment is available in astoundingly. wide price
ranges; the lgast expensive will perform adequately in many arcas of endeavor. At the
. other extreme, however, the purchase of the most expensive equipment will add only a
small degree of sophistication over equipment which is next loyer in price.
Television cquipment is the best example of the wide range of costs to achieve live and
videotaped productions. A complete, ‘monochreme two-camera and videotape recorder
set-up can be purchased for as little as $2,500, or one may-spend as much as $150,000.
Color television production equipment ¢gmes somewhat higher in price but overlaps
monochrome-in the middle to high rungcﬁhcrc is an inexpensive color television camera s
which is being advertised at $2,500. A system ‘using this camera with a half-inch format
videotape recorder and receiver will cost about $4,500. A two-camera system using this
price level equipment may be obtained for about $12,000. At the other extreme, a_
two-camera with high-band, quadruplex videotape recorder and associated clectronic gear
(switcher-fader, distribution amplifiers, etc.) will cost about $250,000.)\nd this price will
not provide for classrodm display receivers or the interconnecting cable system.
Furthermore. o filim chain, remote cameras for use outside the studio, along with a second
recorder in order to perform electronic editing, may add another $250,000. Biomedical v
communications departments which lack this level of funding should not despair,
however. Highly sophisticated color television cameras and recorders and intermediate
. clectronic gear may be obtained for inuch less than the most expensive. For example, a
color television camera which will produce high quality pictures may be obtained for
about $25,000. Those included in the most expensive system sell for about $70.000. As
times goes by and technology continues to develop, less expensive, but high quality,
television equipment may becorne available. One should not wait for this. however;
replacement of today's television gear may be less expensive than the origin al.
Photographic equipment, including motion picture cameras; does not vary in price as
much as television equipment. However, professional photographic equipment is not
cheap. A good rule of thumb is that any 35mm still camera with standard lens which
costs less than $250(list price) will probably not perform in the widest variety of ways.
/&guin, a 35mm camera which does not permit lens interchangtability will probably not
e suitable for the central facility which is charged with producing custom products. The
. other still camera formats.should be considered for specific objectives. The 2%4™ square
- format may be nccessary to achieve a larger negative. These cameras (with lenses and
accessorics) vary in price from $800 to $1,700 and more. Copy camera systems are a
necessary part of any medical illustration cffort. These systems vary from $400 to
$2.,000. ' ~

Motion picture cameras are also a vital part of biomedical communications cfforts. The
J6mm molion picture camera system is most popular nowadays. Professional motion
picture carfera systemns vary from $5,000 for silent work to $15,000 for sigle-system
sound work. Other ncillary equipment (includii&; editing and double-system sound
conforming) may add $10,000 or more to the price.

The. graphic art activities are probably the least expensive to cquip. In additios® once
cquipped. many years will pass before additional expenditures will be necessary. Each
artist can be equipped with a drawing table, drawing instruments, lettering devices, and .
other gear for about $1,000. In addition, it will be necessary to equip the artists with
other machines such as a mounting press, a lot press for lettering, an embossograph
device, and other equipment which more than one artist may use. These vary in price and
* set-up costs, butan additional $10,000 will fully equip the art section. o

LY
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Administrative equipiment such as desks, chairs, typewriters, calculators, etc., must
also be added in the tool-up stage. And these items will vary in cost depending on the
style in which the new department will be established. They are mentioned here only
because this cost may bhe lost in the shuffle of acquiring the more glamorous items such as
color TV cameras and recordets. The replacement of these items should be considered in
continuing budgets along with the replacement of production equipment.

*To equip a beginning cffort in biomedical communications, this author suggests that
some figure between $50,000 arid $350,000 be considered. It should be keptin mirid that
the lower figure will probafty limit communications activities while the higher figure will
require a greater number of personncl to operate.

In second year and onward budgets, repair and replacement costs for cquipment
Recomes a necessary budget item, It is estimated that one should use 1% of the original
cost of the equipment as an annual figure to purchase repair and replacement items to
keep the cquipment in good working order. In addition, new cypital acqulsitions can be
rated at about 3% of the original cost of cquipment. This last figure will purchasc
additional items but will not necessarity wholly rcpﬁcc the original equipment. It is
suggested that all equipment be amortized in such a manner that each item may be

replaced at whe end of specificd penods  5-10 years being the usual amortization time,

Supplies

The biomedical commumcations department will use up expendible supplies at about
15%-25% of the cost of personnel, The variation in this figure is related 1o the activities of
the department, For example, art and still photography supplies are relatively less
expensive than arc motion picture and television supplies.

Auxiliary Services

“Telephone, telegraph, postage and express costs will amount to ahout 0.1% of the
salaries, Obviously, this can vary (lwcnding on the natare of the activities during any
specific year.

-

S mfj Continuing Education

In the opinion of this author and of others in the field, it is cssential that continuing
cducation cfforts be made for the biomedical communications staff, This contjnuing
education can be in the form of participation in special workshops and meetings of the
various professional organizations. One-half percent to one pereent of the salary budget is
a conscrvative estimate of these costss Each department will have to determine what its
budget nc'cds are, .

Indirect Costs ,

More and more, health sciences centers are examining their generaladministrative and
space costs. Some institutipns atlocate these’costs io their various components. These
costs. then, become a budgeted item related to the expenditures necessiry to maintain
the Bion'lcdica’l communications component, By suggesting that these costs may vary
from 15% to 45% of salarics, this author is taking the fjgures negotiated by institutional
wdministration with private and Federal sources of grantand contract funds.

’ -~
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Budget Derivation / . ) > -

As noted above, the director of biomedical communicati shguld report to the chief - .
educational administrative officer of the institution, Therefore, the budget will be derived . M
from this office. In this way, the biomedical commupnications enterprise will compete
with the first-line departiments for its share of the insgguiional dollars, and <he institution > ° ’ N .

will thus indicate its copnmitment to biomedic3l com ications. oo * ,
There are a numbgr of ways in which the institUtion may operate the budgetary \
matters of the biomedlical communication? department. These methods may vary from i

fully funded dcpartments which derive all of their budget thyough the aggministration to %
departments which recover all of their expenditures, In general, thg fully funded
department will support théSprograms of the health sciences center and keep a wide
variety of records to demonstrate Eﬁlc scope and direction ol'lhcifd/cliv{lics. The defense, s
of their budget will be entirely dependent on these records. Phe depgriment which
recovers its expenditures will have this added data to support its budget requests. In
general, the fully funded department will estimate its needs for personnelfand material
“ resources and then gxpend these to support the $rograms of the health sciences cegter. At
the other extreme, ‘uc department budgeted by the ¥ wash-out” method will also ébi.mulc
its needs, budget ‘accordingly “bunthen it must bang in as many dollars as it spends. Both /
kindséhf budgetc®yglepartments will cover some of their expenditures by activitics under )
grantsand conttacts for specific projects. ‘ - - -, ~
\ - The purpose of this paper is not to argue the @denys of cither system. However, it ! -
should be foted that there are advaptages in both, and many health sciences centers !
combine the two budget systéms. ' . .

A beginning biomedictl communications ente rise will need to be fully funded in & .
order to be able to progesly tool up to meel lht"gt‘qcmivcm)ﬁlrhc‘ peineipal programs of= .o
the health sciences centel. They need the security given by full institutional funding to be
able to seek-out the wiys in which they can best serve the local edication, pitient care. . .
and research ¥cene. This can only be done by full support during the formative yeags. Tt

There are some aspects of the biomedical comm.un'cuvitﬁ-ms activities whgelv’can be
placed on a recovery budget relatively soon. In general, these dre the still ﬁlwlbguwhjq »
and graphic arts activities. Routine television gnd motion pictufe actiyities may alsor be
placed on, the recovery budget system. The arcas which may never be possible to recover
J o by fec-for-gervice are those arcas which interdigitate closely with cdweational develop-

. ment. Coffsultation, cxperimentation, faculty relationships including workshops, and
other developméntal work are some of these daevelopmental activities, 1t may be
o impossible  to cstablish a dollar figure for thesc activities in single-instance  cases, v
’ Therefore, except for large-scale projects, these activitics should be equered in the sam ' L
manner_in which individual faculty preparation for teaching is covered, That is, ther
should ¥e recognition that these are a part of the total endeavor and that the expense o
these activitics is an  administrative/scholarly responsibility of the institution, Th ' . )
recommendation of this author is that the hasic sl.nﬁ‘.of(hc hiomedical communications
department be funded in such a mapner that recovery of expenditurgs not be r‘egux,nd:
On the other hand, expenditures for those arcas which can be ideptified as direct service
probably should be recovered. However, the local situation must ultimately determine e :
methods used for budgetary purposes. - . »

Cost cffectiveness of all the activities-of the biomedical communications depyttment - .
should be a first priority for the leaders. Of all of the methods used to determine® . -
cost-effectiveness. one must also gsk: How well the materials (produced and otherwise
acquired) fit -the objectives of the user; whether the students use the materials on an
clective basis for learning in preference to other materials available; whether the student
learning time is (csscncd, or whether more learning takes place, and whether these L
materials make possible more direct student-teacher interaction, All of thesc and more /
should be considerations in identifying cost-¢ffectiveness. Each institution must set up its *

own standards. .
- . . .
L * .
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. .+ A vital part of -the actjities of the biomedical communications department is the

_ . development of new methods and the support of institutional programs in more

I : sophnstlcated ways. These activities will possibly be funded by outside-institution funding

o = grants ‘and contracts from Federal and private sources. Proposals will probably be

initiated ln‘ cooperation with other departments and by the biomedical Communications

‘ . department alone. In any case, this kind of funding will make the difference between a

e vital, healthy progressive department and on¢ which is passive, regressive, and neglected.

a The blomedledl communications department in the health sciences center can be a vital
. < force in suppqrtmg the prmcnpal progiams of ‘the.center in such a manner as to enhance -

. e these programs and, their. objectives. The budget and the budgetary mechanisms should
reflect the V|tal'\role of the btomedlcal communications department © e .

) 5 . - . .
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. .o - © SURVEYOF
N FUNDING PRACTICES

Twenty-three institutions which have centralized biomedical communications depart-

. ments were surveyed by, this author to gather the data‘shown in Figure 2. Data for each

department were current for the 1972 fiscal year. Only those activities gommon to all
departments have been listed. "Art, photography, and television services comprise the
Support Total.and Recovery Total ‘categories. Classroom services was the only other
program engaged in by all departments. Development of curriculum, utilization concepts,
and research in medical educition were not included in any school’s report.

Only three schools (j, s, w) and one hospital (m) reported that they are required to

recover 100% of cxpendltures Even so, one of these schools (s) supported the AV

Difector’s office.
Only two departments (j and m) are required to recover their total indirect costs.
Although one (k) is required to recover 60% of its indirect costs, it does support the

Director’s office. None of the qther A/V Departments is;equircd to recover the indirect.

costs of their facilities.

Classroom services such as projection and television videotape playback are generally
supported by the ihstitgt“u)n; only fwo schools (g and w) recover a portion of this cost.

All of the departments operate at A deficit. Even the three washout Gperations, i.e.,
income offsets expenditures, occasiond|ly report deficits.

Comments made by the respondees included: “We are an educational function, and in

educational institutions, we should be supported directly.” “It is fair to charge for

services, but the routine customers should not have to pay for the special work requested,

nor should the mass of customers be made to pay for special consultation and for

’"

ancillary educational activities.” “It is just- great to have the independence of a
sclfsupporting department, but it would be fine to have some support to engage in
developriiental work.” ‘

The question of whether to Lhdrgc for services has been answered i in awide variety of
ways. In general, every school charges to some extent, up to 100%, for those services
which.can be easily identified as unitary, eg., photogmphlc negatives, prints, slides,
charts, graphs, drawing, and so forth. Television services (videotape recordings) and
motion picture services are also charged for in a variety of ways, The generalization can

" .be made that a budgetary mechanism has been established in every school to cost-allocate

funds, be they internally or externally derived. In those schools which recover 100% of
thelr/commumc‘mons expenditures, the accounting mechanisms include the capability to
charge specific sums to specific fund codes. In those schools wherg less than 100% is
recovered, the accounting procedures are performed by the communications department
itself ar d in turn by the central administration. Whether or not a 100 percent
fee-forService is charged, the communications department should make its own
time-motion-procedure study to deterrnine agtual costs. In this way, the department can
justify its cost-effectiveness and, thereby, compete successfully with other departments
for the available dollars. Those directors of biomedical communjcations who are not
bound to ¥ 100% recovery budget still perform al} of the procedures necessary to justify

13
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the expendrtures of therr departments and ‘should-recognize the necessrty for t}:bya

-

to .
be cost-effective.

' When one is figuring personnel costs, he should realize that salarics and fringg’bepefits o v
cannot be divided by total number of work hours to arrive at a realistic hor:y/ratc. Time g

consumed by vacations, sick leave, paid holidays, leave time to .attend”-professional

megtings daily coffee breaks, record keeping, and maintenance of work instrumentation

musdt - first be subtracted from total work hours. Thus the number ofefeclive work hours

about 65% of thc time. In addition, when admrmstranve overheud s addcd to the cost, .
the hourly rate for actual work might become as much as t/r: 1 & amount paid to the: ' -
worker. . .o ,




APPENDIX |. POSITION DES RIPTIONS

» DIRECTOR, BIOMEDICAL C_OMMd ICATIONS

Work Perforined

Plan, direct and coordinate biomedical communications activities in providing medical
illustration, photographic, and motion media materiald and services in support of the
© University Medlcal Center research and teaching programs and patient care.

Maintain lntcrfa(.e with Medical Center faculty to detofmine needs and application of
audiovisual support; develop and impiement research| and experimental audiovisual
methods.

s
Direct and coordingte the cstabhshmcnl of %hcdulcq task assignments, and allocation
of man hours dnd cquipment to ensyre compliance with d(.pdrtmcnml commitments.

Determine fiscal requirements and prcpdrc budgetar recommendations; monitor
expenditure of budgeted funds.

Prepare reports and unulysesscttmg forth progress recommendations or conclusions.
Plan and conduct meétings with subordinates. '

Dircct various personnel functions including hiring. merit recommendations, and
promotions. _ , ‘ ‘ '

ASSISTANT DIRECTOR. BIOM EDICAL COMMUNICATIONS

Work Performed '

« - : .. . e . . . T
Coordinate and . partlup.ntc in the production of art, motion media, and still
phomyaphy for uge ih teaching: research, and patient care activitics.

Supervise J,l)t and” plmlodr'lphy personnel to ensure adequate manning, proper
distribution of a<st;,nmcnls and high levels of wmknmnshlp

Advise diregtor of cun‘enl project status and make recommendations for the resolution
of problcm%«,}nd the dcw)cl()pmcnt of new policies and procedures.

Establish und nmm(am Jtlcquatc prices for photography, motion media, and art work.

Provide information aiwd agsistance to faculty and students re .mlmg, the ‘nppllu,nlmn of
audiovisual matcruH and. rf‘acthods , )
Assist in the prep .lmlmn' l‘budgcmry recommendations; maintain records and prepare
réports reflecting opc‘r. qal data, material utilization, equipment needs, and related

information. T
{ R

Assist the Director in the' adininistration of personnel functions and assume the dutics
and responsibilitics of the Dm:uor in his absence,

CUORD!N ATOR, MOT‘ION MEDIA

Work Performed

Coordinate and pli’llCIpdtC in the production of mation media to include live and
vidcotaped television progmms and motion picture films. -

Direet live and vndcotapcd aélevision programs to include coordmalmg, pm(luclm}_
probmmmmg and engineering:: .u:tlvmcs

‘Maintain liaison between phy.slcmn or instructor and technical staff coq
program planning and preparation.

J
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" Work Performed

Maintain records reﬂectmg services rendered, status of lms in progress, and mventory
of productions.

Plan and schedule work for the group:
Make recommendations on personnel actions.

Evaludtc new cqulpmcn( films, and techniques.
Momtor cxpcnd»lurc of budbctcd funds; coordinate the billing of clients. -

-

; EDUCATIONAL MEDIA PRODUCER.

: e
Coffer with faculty members on rcquests for audiovisual mcdla dclermme and
analyze needs and make appropriate recommendations. -

Coordinate production of slide serics, motion picture films, videotapes, and . othcr
media materials for use by faculty in tcachmg activities.

Plan and participate in educational workshops to provide information and assistance to
. faculty and students regarding the application of audiovisual materials and methods.

* Maintain an audiovisual library utilization and loan program for faculty and students.

s

CHIEF, TELEVISION ENGINEER

Work Performed > 4 :
Maintain all television equipment in the Department of Biomedical Communications. »
‘Make decisions regarding technical electromechanical matters.
Share decisions with the Coordinator of Medical Television.

Recommend acquisition of new equipment and hiring of enginecring personnel to ihe
Television Coordinator, .

Schedule cnginccrin.g personnel, plan technical aspects of TV productions, experiment
with and evaluate new items of electronic equipment,-and prepare technical reports for
-the Coordinator of Medical Television and the Director of the Division.

Exercise responsibility for technical facets of television,

Muke recommeridations to the Coordinatar of Medical Television for sclection,
disciplinc/ and reduction in force of electronics technicians.

Analyze engineering aspects of tejevision.
Originate recommendations for technical improvements.

" , L o . P
Compare and cevaluate equipment fpr possible acquisition,

COORDINATOR OF MEDICAL ART

Work Performed ;

Provide art resources for ted€hing, patient care, research, and public information.

Serve patients through the design and production of facial prostheses, cranioplastics,

cosmetology , and epidermal injections with insoluble pigments. L
Recruit and train medicM artists dnd graphic artists, )

Supervise the daily funuions of hls section,

C }
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Determine use of cquiﬁmc_n‘l and space and assignment of personpel in his section.
.. Make recommcndutior}c?"rcgarding recruitment and separation of personnel,
P X o B
‘ S o0 - ‘
’ " U, : f
S £ MEDICAL ILLUSTRATOR -
v ) @; 9?} .
— Work perfermed A - S 'y
) -~ Y- ' ,- . . “ * .
Perforny complex mcdicﬁ illustration work in the preparation of technically correct
drawings, diagrams, and) snodels to illustrate medical and surgical findings and
procedures for use in exhibdls: publications, and research and teaching activities.
“Draw illustrations for mpiiicul papers, books, and piblications from observations.
- ideas, and rough drafts of others, ! BRI
Evaluate and recommend néw. methods, materials. and equipment for usc in medical
illustratjon. N :
Lay out and letter graphs. charts. and diagrammatic drawings.
N - & * R
. - . '{!3 ot ' b
- ARTIST ILLUSTRATOR /-
- bt . -
MY
Work Performed A N I i
Perform a varicty of duties invol_v'ctt.in"thc design, luyout',‘;md paste-up of hrochures.
pamphicts, bulletins, programs, ,ands other printed material in accordance with
gustomer’s request. Prepare type ll%udgt\gs\jo specified size and style. .
N . N . o . . . N p
Discuss printing needs with customer and prepare specificalions to include type styles,
. column width, and point size for preparation eﬂtypcd copy.
i
Lay out and letter charts. tables. and “graphs using drafting and art tools and
cquipment, o
Prepare illustrations and drawings in a variety of media such as crayon. wajer color,
and pen and ink. . ‘
Design and-prepare posters for displays and exhibits.
) r .
MEDICAL PHOTOGRAPHY SUPERVISQR
< Sy
Work Performed .
Supcrvise, coordinate, and participate in the photography of ‘paticnts, anatomical
structures, pathological specimens, surgical techniques, and other subjects for scientific
publications, reécords, research, and teaching activitics. )
Supervise déveloping of film, making of prints and production of slides from charts,
books, and slides for teaching purposes. *
| . “ .
Originate new photographic methods and techniques to obtaim, results when standard
* techniques are inadequate. ' :
i Ensure maintenance and proper functioning of assigned photographic and related
equipment. , )
Maintain inventory of pholographic supplies and equipment; reorder as required.
. . . \
. Provide technical guidance and instruction to faculty and staff in medicll photography
: techniques and procedures.
] 19
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SENIOR MEDICAL PHOTOGRAPHER

Work Performed

-

Photograph patients, anatomical structures, pathological specimens, complex surgical
techniques, and related subjects mvolvmg specialized photographic procedures to
include fundus, cine, ﬂuorcsucnl/ and microscopic photography. -

Develop film, make pnnls/fmd produce slides from charts, books, and slides to<be used
for teaching purposes.

Develop new photographic methods and techniques to achieve desired results.

Prepare photographic processing solutions, retouch prints, and perform layout tasks #

required.
1 N

Provide technical guidance and instruction to members of the fd(.ulty dl]d staff in
medical photogmphy lcchmqucs and procedures.

v MEDICAL PHOTOGRAPHER

Work Performect

. Photograph paticnts, anatomical structures, routine surgicdl techniques, and other

subjects for scientific publications, records, and research and teaching activitics,
I

Prepure reduced, enlarged, or true copics of charts, graphs, illustrutidns,lx-ruys, slides,
equipment, and speeimens,

Develop film and make prints and slides according to stated number. stock, size and
other film order specifications; plan and prepare illustrations for publications, exhibits,
rescarch, tgaching, and related: purposes. .

’

Retouch prints and perform layout, mounting, cutting, and identification tasks as
required. :

Prepare dyes, solutions, chemicals, and other reagents used in photographic processing.

’

TELEVISION ENGINEER

Work Performed
Performy a variety of specialized technical tasks to include operating and rmaintaining
television studio clectronic cquipment in accordance with established operating
_procedures and FCC rules and regulations.
% Coordinate studio engineering activitics with production and programming operations.

-+ Monitor picture and sound being tmn%mmcd recorded, or played; make ncccssary
adjustments to maintain quality.

Perfogm maintenance, repairs, and adjustments on transmitter equipment, television
ras, audio equipment, lighting, and associated studio equipment to ensure proper’
fu/ﬁ, tioning; design and modify electronic and television equipment as required.

i

£l
Assist in the determrination ofgrequirements for audiovisual equipment and facilities
for new construction and renovation. ,
i . ‘ .
. [
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. TELEVISION TECHNICIAN .
' Work Performed
Perform a variety of technical tasks to include operating, maintaining, and repairing
. > television equipment in accordance with established operating procedures and FCC
rules and regulations. ’
Perform maintenance, repairs, and adjustments on television cameras, audio and studio
equipment, and associated electronic equipment to ensure proper functioning.
Main{ain library of videotapes; make arrangements to show tapes as requested.
Maintain logs of television programs distributed, equipment checked out and returned,
and hours of audio taping.
3 " AUDIOVISUAL SPECIALIST -
Work Performed .
Coordinate and participate in a variety of technical tasks involved in the operation «)\
motion picture cameras and television control and recording cquipment; edit a variety
N of videotape and motion picture film; direct the flming of both live and videotaped
programs as required. :
Schedule the use of classroom audiovisual display devices to include slide and filin .
projectors, tape recorders, and videotape cquipmentl operate display devices as”
. required. v
\ Advise Medical Center faculty and staff regarding application of audiovisual equipment
. and methods. . :
-
’ AUDIOVISUAL TECHNICIAN
Work Performed . .
Perform a varicty of routine technical tasks involved in the operation of clussroom
audiovisual display devices to include slide projectors, motion picture projectors,
opaque and overhead projectors, display screens of various kinds, and television
receivers. ' N
" Select proper projection equipment and lens for the specified classroom situation;
deliver and sctup appropriate equipment in class or lecture rooms; project slides or
motion pictures as requesicd by instructor or lecturer,
Maintain records of projection work.
" Provide training 4n the opcration of slide and film projcctors\o faculty, staff, and
students as required; assist in the training of new personnel.
SECRETARY
. \
* ~ Work Performed
Perform secretarial and related work to assist and relieve administrative pcrsonnel of .
clerical duties. Take and transcribe dictation, lype letters, reports, records, stencils,
e and other related forms from rough drafts, corrected copy, dictated notes, or
transcribing machine recordings, requiring initiative and judgment to plaw, organize,
and set up in proper form, .
Compile information, prepare regular or special reports on departmental activitics,
' ‘ 21
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!

maintain departmental personnel records and provide necessary documents for staff
member’s use in meetings,

Answer telephone, take messages, and reply to questions in accordance with general

instructions. Transmit instructions or information to and from staff members.
Schedule megtings, arrange appointments, and make travel reservations as requested.

CLERK TYPIST

Work Performed \

Perform routine clerical and typing tasks involved in processing variéd office materials
such as form letters, requisitions, memoranda, and reports or summarics.

Verify infarmation against existing records; post information to records ‘or ledgers;
issuc equipment or supplics,

Tabulate cumulative data; type scheduled or special reports as required.

-

ACCOUNTING CLERK

Work Performed

22

Perform a variety of clerical accounting tasks:in maintaining financial records and
processing related data, including posting data to journals and ledgers, making
verifications, and running trial balances. -~ :

Assist in maintenance of accoint®reccivable ledger: operate a posting machine and
various other office equipment,

Compile variqus financial statements and reports involving some arithmetical computa-
tions. :

Assist in the preparation of special accounting-reports for administrative utilization.

LY
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. .APPENDIX Il. FORMS

The operational procedures Which an$ viable communications department institutes
must include a number of forms for the purpose of making purchases, for keeping records
of its work, and for billing its clients. The forms which make up Appendix H are some of
thdse which are used by the Division of Audiovisual Education at Duke University
Medical Centér. They are given here only as examples; obviously, it will be necessary for
each biomedical communications enterprise to produce its own forms,

_ Purchase Forms

Form No. | is a purchase requisition supplied by the purchasing department and is
used to request supplies 16 be used by the audiovisual department. Form No. 2 is used by
the audiovisual department to keep an inventory of its supplics. No. 3 is a special form to

<account for the inventory and disposition of videotape stock. o
A\

4

Billing Forms

Form No. 4 is (sed to bill for personal work or work performed for agencies outside

the univarsity. No, § is the form most used to uaccount for services rendered to

departments and individuals using university fund codes to obtain these services and
matérials, :

/

Records Forms v

Form No. 6 is a page from cach artist’s notchook on which he keeps a record of the
work performed, No. 7 is a work tog uscd by the photographers o keep records of all
kinds of still photography cxcept that of patients. No. 8 is a card to keep records of cach
videotape recording produced. When a videotape has been erased, the card will be so
marked and maintained in a file, The person’s name who authorized the crasure will also
be noted. Form No. 9 is for classroom service requests and is also used to produce the
wecekly classroom seryice schedule. No, 10 is used to maintain records of motion picture
productions. The status of any film prodaction can be determined at any date. No. t1is
the form used to record television production orders an d billing inventories. Some of the
data recorded on this form will be transferred to Form No. S, the interdepartmental
request form, '

Fogms 12, 13pand 14 arc monthly report forms to reflect the activities of the virious’

sections of the audiovisual department, Each month these forms are reviewed by the
Coordinators and the Director of the Division. Comparisons can be made of, for example,
the activities of any one month in a year with those of the same month in previous yeurs.
Trends reflecting total productiog or changes in number and quality of requests can be
identified. This form is very useful for budget planning. :




FORM DA 20A REQ. N 3543
50M 971 .
- . PUREAASE REQUEST -No: 3 .
- THIS IS NOT AN ORDER .
- A SEPARATE SHEET SHOULD BE MADE OUT FOR EACH CLASS OF GOODS. .
‘ALL SUPPLIES AND MATERIALS MUST BE ORDERED BY THE PURCHASING DEPARTMENT OF DUKE UNIVERSITY
SUGGESTED SOURCES WELCOMED
- SHIP TO: DUKE UNIVERSITY
care of; . ROOM »
.
Ll
DEPT NAME
sunoine_ iy _.P.O0 BOX
PREVIOUS ORDER NO. ) o
--0306 4 3 REOUIRED DELIVERY DATE |CHARGE CODE(S)  JEqur» coot WORK ORDER
PT TE
ouantity | Uit : DESCRIPTION ESTIMATED| DO NOT WRITE
Accura'te and complete specifications will avord delay cosT IN THIS COLUMN
—— — —— - A ——
I
|
o . |
T ; :
—— 9 4 n -
— - - ¢ -
. 1 —y -
|4
—r— . - ' -
|
t o R
s | N
o ' )
: . » j
|
— ‘ 4 -
Pl S s Approved '
By . Dawe Oy . Date RS
- DO NOT WRITE BELOW THIS LINE v b
SHIP VIA A RIISIN VIENDOI GO AREA TREQUIRED DELIVERY
> DAY :
-l
SVI MODOR GHIE DOIINT O FEHC IR THAN AROVE
w
g L4
Q
Z
@B .
«<
5~ -
& T —
3 .
a
PURCHASE ORDE R NGO Quyer™s Apprayval Daty
INSTRUCTIONS
1 Da not mak 1his 1o vendor Ml to purchasing 2 Antah auotatiam o justificatian for sale 2oeer on sl purchases, This v s Fedaral Gavernment 4
feuiremeny 3 Fill out all weews of the requisibon comipltn snd corregtly This et faeilitate yoin <o gpt of matenal 4 18 raitipment requires instal
Letion please obtain work order umber from imarmtensnce anid place 10 appeopnate pacy 0N reguivlion % 1 yon have any guestions P}EA& call
prtchasing, ‘
. s
: ORIGINAL
1 ’ Form .
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——
ITEM: .
}’
SOURCE? s 5 ! YEAR
Jd e 2 q 5 6 7 8 3 10 1 12
ON REORDER REORDER DATE!N‘OAS% AMOUNT BACK DATE REQ. # MGNTHS
HAND WHEN V QUANTITY v ORDERED REC' REC'D ORDER COMPLETE P.O. % {
DOWN TO -
hd J
T
A
» . S
. (o]
& %
» . "N
b
H
-
d 3
M F
| —— s A . kil
* ) M
‘ A
. . ! B M
——t e - -
7 __J J \n
pomnmaliias: bt SO o A p— §
‘ e ) .~ RECAP
person taking mvcrjntury must complete Column 1. 1f Colufy 1 is smaller than Column 2, place a\r}:ck
(v) in Column 3. = - @ .
———Columns 4 through Id. fur secretarial use . ,
Ze—Check (v ) Oglumn 9 when requisition 1s typed
¢ *REORDER ALL } IMS WITH CHECK (V) IN COLUMN 3 ‘
. . . Form 2. N !
CENTRAL TELEVISION FACILITY . VIDEOTAPE DISPOSITION INVENTORY
7
\ ' ~ . © *
ARRIVAL PATCH UNIT .
DATE . FORMAT |. NUMBER |. PO NUMBER |. VENDOR |. COST | DISPOSITION
»
’ — 7
Y .
- 4
* v
¥ |
~§ 1 .
[ T g
- 4 >
Form 3.
-
’ L\ 25
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DIVISION OF AUDIOVISUAL EDUCA—T!ON ‘

DUKE UNIVERSITY MEDICAL CENTER-

DURHAM, N. C.° 2771 o.;l

Credit Code #

DATE OF SERVICE ’ DESCRIPTION

PLEASE MAKE CHEGK OR MONEY ORDER PAYABLE TO
DUKE AUDIOVISUAL EDUCATION

[} ™

- Form 4.




o | " DUKE UNIVERSITY' - |
- INTERDEPARTMENTAL REQUEST - O 289604
WoicE ] i ‘

+

,/ B PERARTLENT ALNBEAINg SEAVICE
\ . ..

INITIATOR O REQUESYT FOR SERVICE:
N - ~
! .
INVOICE "
To; et e Y
BCreATLINT @R SRINCIRAL W VERTIGATER : ) TauTwenITTD S1eNATURE
. .

; AsEarss ' L h TTUZLY Test v et cuamees T
. -
’

SELTAmENE T Thard atevienn”

_ WATERIALS and/or SERVICE REQUESTED

s. ’
DESCRIPTION

el
1

OB SLLVICE LE VAl TMENT 5 sk

.

INVDICE DATE _ = ' ... , . TOTAL AMOYNT .
OF INVOICE

[P S, JPUENIPE—

REFERENGE NO® . N L

| SERVICE DEPARTMENT:
TO EnCUMBER THE ESTIMATED COST OF THIS REQUEST, FORWARD THE

[N R N

I
[
!
i

.

&

-
S — . \ -
G At 1 FIFTH CDRY D THE ACCOUNTING DIVISION. J04 ALLEN BUILDING

wmeDiaTELY. " HINSTRUC TIONS ON BACK OF FIFYH COPY:

-~

e ey v 1)
B ¢




| T' ARTIST ‘ - FROM T0 . —
) ~ |Received] ~  From Phone|No. Type of Work | Art Due |Photo Due| (harge
- ¢ b
» ” 7
+ -
r- - *
./_ N
»’ 1
( /l 1 o
/ !
/. ‘ \ Form 6.
. . -
) : \ NURK LCG - CTHER THaN PATIENTS
7
{ JCB_ NC. DnTH i‘";'ﬁr’ri(' TRET. TYPE REC'D fl‘nK_EN D/R il “ASBL'D DEL.
. s : -
)
! A
— ; ]
h ) b 10
AN
\
- : ’ )
] ‘ N
/
¢
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Central Television Facility VTR CONTENT DIGEST

Duke University Medical Center

PRODUCTION TITLE:

TAPENO. __ DATE___*  LENGTH
TALENT DIRECTOR _,
SUBJECT (SYNOPSIS): .-
. .
Form 8.

S . ! U
DIVISION OF AUDIOVISUAL EDUCATION
\ PROJECTTON SERVICES & IHAN RESERVATIONS

M-402 DAVISON -EXT. 3748

L

NAME OF RESERVER:

PERSON TO USE EQUIIMENT:

-
DEPARTMENT :_ : : -
DATE NEEDED: -
TO BE' RETURNED:
DELIVERY & PICK UP: YES NO_
OPERATOR : 'YES NO
\
WHERE 1S THE EQUIPMENT TO BE USED OR
- DELIVERED : :
= : )
TYPE OF EQUIPMENT: - «
AUTO FILMSTRIP NUMBER :
2x2 (FLIMSTRIP) NUMBER :
’ 3 1/6 x4 - © NUMBER:
MiCRO. PROJECTOR NUMBER : N
OPAQUE HUMBER :
16mm PROJECTOR NUMBER : ~
OVERHEAD NUMBER :
- SCREEN NUMBER :
OTHER N}MBER
k! REMARKS : o .
DATE RETURNED : ’ )
‘ CONDITTON OF EQUIFMENT:

1 HAVE CHECKED THE ABOVE EQUIPMENT AND ACCEPT RESPONSIBLEITY
FOR ANY 1.OSS OR DAMACE TO THIS EQUIPMENT OTHER THAN NORMAL
OPERATTQN WEAR, (BULBS, DRIVE BELTS, ETC.)

S TENATURE ;

AUDTOVISUAL REPRESENTATIVE: -

DATE: : .

RETURN, ALL EQUIPMENT TO ROOM 402 DAVISON BUILDING AS SOON AS
POSSTIBLE. THANK YOU.

- 4 Form 9, .
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CENTRAL TELEVISION FACILITY - Division of Audiqlvvisual Educat ion
Duke}gi.v@rslty Medical Center . -

: A
PRODUCTION ORDER AND: BILLING INVENTORY -

NAME OF CALLER: _ DEPT. " . DATE:
PRODUCTION . ' &
DATE REQUESTED: TIME:  ,% _ CHARGE TO:
. R
A. Services Requitred: ( VTP () VIR (.)LIVE AV TE ( )ATP ( )ATRT
LOCATION :{( )Studio " o
TAPE NO: TITLE: -
TALENT OR ,
PATIENT : ) INSTRUCTOR:

" B. Equipment:( ) I.0.CAMERA(S) () VIDICON(S) . ( )SCANNER ( )RDDTE CART

'E.MC.‘

Aruitoxt provided by Eic:

( ) SLIDES SIZE: ( )FIL\M ( )OTHER:
C. Services Provided: ( )STUDIO  ( )REMOTE »
L. Set:-up- time:_ min @ $ Y S N I S
Stand-by: . min @ § - /Mre ceeeenn. Ry $ ‘
Break-down: min @ §  /hr. .'...'.’,. ........ s
2, Camera Transmission: Camera(s) ......... e j ......
‘ mi:\. @ $ JhD. ottt neaene
3. ( )Audio ( )Video Tape Editing: min. @ /he. oo
4. "Video Tape Inserts: min. @ Jhr. e )
5. ( YAudio ( )hVi,deo Tape Playback: min. @ /hr;.
6. ( )Aud‘io - )Vide;) Tape Recofding: ' mﬁi.n. @ /hr.
7. Multiscanner Inserts: min. @ Jhr. ceiiieiieeien
8. Projection Service: b _min. @ e i '
—_— .
9. Engineering Assistance: min. @ P13 N )
10. Parts (list attached): ....... P P .....
11. Video Ta.pe Stock: hrs. @. JRE. ceeiie e =
r‘l2. _ ATt WOrk: ..eeeeeceocssoccccsooncnns eeeeesserssssersesonns ...... /
“13. Phofography: ....................................................
l4. Subject-talent Imbursement: «...... e L gennnneennnrnneaaeeees
' TOTAL ...........................:1....‘ ............... e
. Form 11. ] :
3
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