BHEE Academy

Silvermouse (for Production Paperwork)
Completing and Submitting the BBC Contributors Form

The Contributors form is an essential part of the BBC Programme as Complete paperwork, which is the
only official record of a programme. The contributors form is used to report all contributions to the
programme, both on- and off- screen, such as interviewees, narrators, presenters, reporters, experts,
guests, performers, musicians, musical fixers, dancers, choreographers, puppeteers, variety artists, or stunt
performers/arrangers.

The Contributors form is used to pay repeat fees or royalties to contributors such as actors, musicians or
writers when a programme is repeated or sold or used as an extract, so it is that critical the reporting is
detailed and accurate.

Please note: All data in this helpcard is for training purposes only
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The Contributors Form

Part of the BBC Programme as Completed Paperwork

The Contributors form is a critical part of the BBC Programme as Completed, or PasC, paperwork, along
with the Front Page and Copyright forms.

The PasC needs to be completed for every programme and approved within 2 weeks of the programme’s
transmission.
The PasC is a critical document to complete accurately and diligently, as:

B With the Cue Sheet, it is a complete written record of the clearances undertaken for the programme. It
needs to provide details of the rights obtained and explain where to find information about clearance,
where required, for further use of the material.

It fulfils the BBC’s ongoing need to honour licence requirements and copyright legislation

It needs to state details of any rights restrictions in the programme, as they may affect future use of that
material

B It is used to pay repeat fees or royalties to contributors such as actors, musicians, or writers when
programmes are repeated or sold or used as an extract.

You must amend the PasC to update any incomplete or incorrect entries which were made prior to
transmission. The BBC can then re-approve the form as soon as it has been updated.

The PasC provides essential information to various departments within the BBC, for example:

B Programme Acquisitions can use the total durations to complete Sequence or Purchase Programme
agreements

B BBC Archives can catalogue material for possible re-use
The Contributors form contains information about all the contributors to the programme, both on- and off-

screen, so they should be included even if they are Out of Vision (OOV) or Edited Out of the final
programme. This includes people who:

B had a contract agreed and issued
B signed a release form

B have a contract, but were edited out of the final programme (this is essential so that all contracts can be
reconciled to the programme)

Contributors can be interviewees, narrators, presenters, reporters, experts, guests, performers, musicians,
musical fixers, dancers, choreographers, puppeteers, variety artists, or stunt performers/arrangers-

It is important to consider data protection when entering information into Silvermouse, especially when
using free text fields. No personal or financial information should be included, and where you are

entering a person’s name or contact details you must inform them beforehand, unless they are already
aware.

Remember, the Contributors Form in Silvermouse is to report on the contributors in the programme,
associating the details of their contract or identifying some other form of contract clearance.

All the contracting should be completed earlier in the production process.
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The Contributors Form and Other Forms

The Contributors form is linked to the Diversity Actual, Diversity Perceived and Billings forms in
Silvermouse to save time and prevent duplication. This might affect the order you decide to complete the
forms.

For example, you might decide to populate the contributors in the Contributors form at the outset of the
production after contracting has taken place so the Diversity Self-Declaration Form (DSF) can be sent to
your contributors. You can add anyone else who needs to complete a DSF directly into the Diversity Actual
Form. When you complete the Billings Form, the contributors can be appended and edited as necessary. In
both situations, the contributor’s rights information can be updated after the transmission of the programme.

Billings Form
OPTIONAL: Append with Contributorg
for Production Credits

Diversity Actual Form
Pulls in Contributors
for DSF form monitoring

Contributors Form
Enter Contributors

Diversity Perceived Form
Pulls in Character
for diversity reporting

Confirm all details entered correctly
&
Approve form

Contributors Form
Add Rights

Diversity Monitoring (Diamond)

Diamond is an initiative developed by the Creative Diversity Network (CDN) and its members which include
the BBC, Channel 4, ITV, Sky, Creative Skillset and PACT.

Diamond will help to establish detailed and accurate answers to two essential questions:

B 1. Does the workforce on UK productions, both on and off-screen, reflect the diversity of the UK?
B 2. Are audiences of all kinds seeing themselves reflected on screen?

The information required for Diamond is collated via Silvermouse and is comprised of two forms, the
Diversity Actual and Diversity Perceived forms.

How Does It Work?

The names and email addresses of mandatory roles that are involved in the programme, will be entered by
production teams into the Contributors or Diversity Actual forms in Silvermouse. (Please refer the Diamond
gquidelines to see who should be entered in which form).

Those individuals will then receive an email with an encrypted link to the DSF and will be asked to enter
information about the following diversity characteristics: gender, gender identity, age, ethnicity, sexual
orientation and disability.

Once the diversity data has been entered, no productions or broadcasters can access the information. Also
any reports will contain aggregated data to ensure that no individual will be identifiable.
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Separately, a member of the production team records their perception of the diversity characteristics of
those who contribute a significant role from an audience perspective. This information is entered in the
Diversity Perceived form. If required, additional lines can be added directly to the Diversity Perceived form,
for example if a person is playing several roles within a programme which need to be perceived separately.

To ensure you can advise recipients appropriately and to learn how to complete the Diversity Actual and
Diversity Perceived forms, please complete the Diamond training.

Locating Your Programme’s Front Page Form

= Search for your programme either in the Inbox or Library

silvermouse

Search Search Type Last Edited
|under the bridge | |l Search Criteria v | | Al Items W Search

Advanced Search

®» Click on Contributors to display the form:

Under the Bridge Billings Issued 18-Sep-2016
Under the Bridge (2) =
[ Contributors Issued 24-Aug-2016 ]
Active (318)
Cue Sheet Issued 28-Sep-2016
Copyrights Issued 18-Sep-2016
Driversity Actual Issued 24-Aug-2016
Diiversity Perceived Issued 24-Aug-2016
Front Page Issued 18-5ep-2016
Transmission Issued 18-Sep-2016

Alternatively, if you are already viewing a form within your programme:
®» From the Forms area, select Contributors:

PAC Status: Active (0/9) Prog Motes | Programme History | Full PDF Version | BBC PasC POF

Issued 18-Sep-2018

Issued

24-Aug-2018

Copyrights Issued 18-Sep-2018

Diversity Actual Issued 24-Aug-2018

Diversity Perceived Issued 24-Aug-2018
Displaying Forms 1-8 of 8 Mext

If you are unable to locate the BBC forms for your programme and you expect to see them in Silvermouse,
please contact your Delivery Co-ordinator or silvermouse.support@bbc.co.uk.
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Editing the Header

Make sure that the information in the Header is correct before completing the form.

Under the Bridge : Under the Bridge (2)

BBC

Series Number:

Epizode Number: 2
Billed Epizode Title:

Total Number of Episcdes:
Production Source: Commissioned

Commissioning

Department: Factual

Ofcom Super Genre: Factual

Ofcom Genre:

Motes: Edit Form Motes

Documentaries - Other

Form Status History

BBEC Test Production Company
Status (Last Edited):

LD

“erzion Made For:

Slot Duration:

TX/Publication Date:

Tx/Publication Time:

Transmission Channel:

Live Transmission:

Issued (01-Mov-2018)
FKIY 79501

BBC Public Service
01:00:00

Edit Header %xpand

Information in the BBC Forms (Excluding Diamond Diversity forms) may be provided to 3rd partiez as required for
licenzing and/or royalty andfor research reasons. As such MO sensitive data (whether commercially sensitive or

otherwize) should be included in these forms

®» Click on Edit Header

For more details about the fields that should be completed please refer to the Header Helpcard

®» Click on Update to save the changes, or Cancel if no changes are required

Compact and Full View

The Compact View

The Compact View is used by default. It displays Contributor and Agent information, and the Character
name, if appropriate. It will also identify whether rights have been assigned, who assigned them and when,
but it will not display any other rights information.

Compact View | Ful View

Authors & Contributors Rights

Use

1 Pria O'REILLY  Actor 06-Dec-2018
Created "Pauline Downs"

2 John PINENTO  Actor 06-Dec-2018
Created "Angus Mchill

3 Portia RUSSELL Actor 08-Dec-2016

Created "Charmaine Willis"

4 Helen SMITH Interviewees/Contestant 05-Dec-2016

Created

Business Systems Training

All | Filter by Tags 7 of 7 Contribution(s)

JKL MNO Talent
Casting Agency
Edit Agent

T: 0121 332 4567

E: katie@jkdmnotca.com

ABC DEF Talent
Edit Agent

T: 01234 567390

E: sami@abcdef co.uk

GHI JKL Casting
Edit Agent

T: 01681 712 1819

E

géorge@ghijklc asting.com

No Agent
Edit Agent

AddiRemove
Tags

AddiRemove
Tags

AddiRemove
Tags

Add/Remove
Tags

All Contributors and their Contributions Entered [

View Rights

select b Process

SelectAll []

O

Last Edited by Sam Peacock 06-Dec-2016
Created by Sam Peacock 06-Dec-20186

View Rights

Last Edited by Sam Peacock 06-Dec-2016
Created by Sam Peacock 06-Dec-20186

View Rights

Last Edited by Sam Peacock 06-Dec-2016
Created by Sam Peacock 06-Dec-20186

Add Rights

B|B|C| Academy
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The Full View

The Full View will still display the same information about the Contributor as the Compact View, but will also

detail all the entries about the rights associated to the contributor:

Compact iew Full Wiew Al | Fikerby Tags 7 of T Contribubongs) Al Coninbuiors and ther Coninbutions Entered | Selectadl |
! Pria O'REILLY ko 08-D-2000 JEL MNO Talent Casting Agency AddFemae
Created Eai¢ Apent =
T: 021 352 4567

E: labieghilmnotra com

1. QONTRACT TYTE Sohzef tha somtoct byps: PACTEquity TV Agrocmang

2 CONTRACT MUMBERES) Ender e approprate contract SEABRIETY
mumiben{s)

3. RIGHTS RESTRICTIONS

4 ExXTRACT
2 John PINENTO Actor 25-Dec-20E ABC DEF Talent
Created Eiet Ages
T: 0234 SETRO0
£ samiBatedel oo uk
1. CONTRACT TVPE Selecf the comtmck type PACTEquity TV Agresment
2 CONTRACT MUMBERTS) Ermier e appropriate comimact 12345610

e

To change the view:

® Click on Full View or Compact View as required:

[Cumpact\l'iew | Full View ]AII | Filter

1 John PINENTO _A':T-C"'
Created Angus Mel

The Process Menu

The Process menu provides additional options which are not immediately

obvious when viewing the form. The following options are available:

B Edit Contribution will open the Edit Contributor page, and can only be
used for one contributor at a time

B Add/ Edit Rights will open the Rights tab so rights can be assigned. It
can only be used for one contributor at a time

AddiFemiaye
e

wogress | Approve | Copy |

Edit Contribution

Add ! Edit Rights

Add ! Edit Agent
Remove Contribution(z)
Remowve Righiz

Aod Tags

Remowve Tags

Copy Selected ltems

B Add/ Edit Agent will open the Edit Contributor page, and can only be used for one contributor at a time

B Remove Contribution(s) will delete the contributor from the form entirely. The Remove Contribution

option can be applied to multiple contributors

If a person is removed from the Contributor form, they will also be deleted from the Diversity Actual form,
and if the contributor was on-screen, the character will be deleted from the Diversity Perceived form.

B Remove Rights will delete any rights associated with the contributor. This option can be applied to

multiple contributors
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Mandatory Fields
Mandatory fields are denoted by a red asterix.

Although many of the fields in the Contributors form are not mandatory, please ensure you complete all the
relevant fields to ensure your reporting is robust, detailed and accurate for future exploitation by other
productions; otherwise the BBC may reject the form.

Adding Contributors

Adding contributors to the form is a two stage process:

B The contributor has to be identified, either by searching and selecting an existing record, or by manually
entering them if they are not already on the system. This is done in the Authors & Contributors tab.

B When you have added your contributors to the form, you then need to record the rights associated with
that contribution. This is done in the Rights tab.

Contributors Form

Authors & Contributors Rights

—— —
Role First Name Middle Mame
[ Select v |

The following Contributors form databases can be searched to locate existing contributors:

B Your local Silvermouse database
B Equity database

Where possible, you should search for a Contributor using their email address. This will extend the limits of
your local Silvermouse database and return results for all broadcasters, as the data is linked for diversity
purposes. This is recommended to prevent the contributor receiving multiple requests to complete the DSF
form, and to prevent duplicated entries.

If you do not use the email address when searching a contributor, the data will only be searched either in
your local Silvermouse database or the Equity database.

Searching for a Contributor Abridger
Contributors should always be searched before being created as new entries. e el
Child Actor
. . C h
To search for a contributor: o r 0 commentator
Composer
®» Role: This is a mandatory field. The search will not perform until a role has been  |S2a5e,
selected. Although this does not form part of the search criteria, the data is held Dancer/Dance Comany
for later use. ExpertfConsultant
Interviewses/Contestant
. . . g Intarviey
= First Name: In the First Name box, type the contributor’s first name JoumalistReporter
Judg&-’.ﬁ\cjudicat-::'
=» Middle Name: In the Middle name box, type the contributor's middle name, if Music Zrange
i Musical Direct
required Musican
. Musgicians: Group/Orchestra/Chair
®» Last Name: In the Last Name box, type the contributor’s last name Other On Screen (non-seripted)
Cther On Screen (scripted)
. . . . , , Panellist
®» Email Address: In the Email Address field, enter the Contributor’s or the Agent’s Performer
email address Producer
Pundit/Studio Guest
% Individual ID: In the Individual ID box, type the Silvermouse ID for the contributor |52
Stunt Amranger/Co-ordinator
i Stunt Performer
®» Click on Search e o
Walk On
Wiriter
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Apart from Role, at least one other field must be completed for the search to operate.

If the person is a regular contributor to the programme, it might be easier to search on their Individual ID.

Contributors Form

Authors & Contributors Rights
Raole First Mams Middle Name Last Mame Emazil Addrass Individual 1D
[interviewsesiContestant v |mikki | | | [chesskn x| |ressab@emsil.com | | | ( Search )

Searching Names
B The Search is not case-sensitive

B When a name is included in the Middle Name box, the Silvermouse search results will only return a
person where they have a space between their first and second name, and will exclude anyone that has
a hyphen between the first and second name.

For example, if Jamie was entered as a First Name, and Lee as a Middle Name in the search, the
results would return Jamie Lee Curtis, but would not return Jamie-Lee Curtis.

B Double-barrelled names must be entered with a hyphen between words, for example Ridsdale-Smith. If
a space or number is used within a Name field, the search will not run:
Search Individual

First Name Middle Name Last Name Email Address
[40 Ann | | | |curtis | |
Individual 1D Agent Mame

( Search ) ( Add As Mew )

[ Jo Ann contains invalid characters ]

B Apostrophes should be used where appropriate, e.g. O’'Reilly

Although the Silvermouse database will return results on names with apostrophes, such as O’Carroll, the
Equity database does not. However, if the name is searched without the prefix and apostrophe, the Equity
database will return the correct result:

Search Individual

First Mame Middle Name Last Name Emiail Address
[P |Reilly
Individual 1D Agent Mame
( Search } ( Add Az Mew }
Individuals Displaying 1 - 10 of 14 Mext
Source Name (Agency) Productions ( Series Namesg) Individual ID
Equity Patrick Reilly More... Edit and Use
Equity Pj O'reilly More... Edit and Use
Equity Phylliz O'reilly More... Edit and Uze
Equity Philip Reilly More... Edit and Uze

B The search will not run if any characters other those listed above, or letters, are included in the criteria
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Contributor Search Results
The search results appear in a pop up window.

Ensure pop-up windows are enabled in your browser; otherwise this message won'’t display.

If there are any results, they will be displayed beneath the search criteria. This particular example has not
used the email address:

Search Individual

First Name Middle Mame Last Mame Email Address
|Der1 | | | |'u'uheeler | | |
Individual D Agent Name

( Search ) ( Add Az Mew )

Individuals Displaying 1 - 3 of 3
(Source N\ Name (Agency) Productions (Series Names) Individual 1D
Silvermouse (BBC) Den Wheeler More... TEEE19 Edit and Use
(Mo Agent)
Equity Denny Wheeler More... Edit and Use
Equity Dena Louise Wheeler More... Edit and Use
\_ J

The search results will show which database the result is returned from:

B Silvermouse (BBC) (see above): The contributor has been
returned for the Silvermouse database for your Input Group
team, e.g. BBC Drama — Birmingham or BBC Natural — ~ ———

ity Terms of Uss

B Equity (see above): The contributor has been returned from
the Equity database. The first time you use this, you will
need to agree to the Equity Terms and Conditions: e A gt st O

B Silvermouse Global: If an email address was used in the = "j s
search and the contributor is returned, the result has been o)
returned from the silvermouse database for all broadcasters

Search Individual

First Name Ididdle Name Last Name Email Address
Adrian | | | Miles | |ad riang@amail.com
Individual 1D Agent Name
— —
Individuals
Source Name (Agency) Productions (Series Names) Individual 1D
Silvermouse Global Adrian Miles Edit and Use

Equity results will not be returned in the search results if:

B A Silvermouse result is returned, with matching Name and Email address.
B |f there is a global match form the local database

B An email address was used in the search, as the Equity search service does not support email
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If the contributor is displayed in the search results, the following fields may also be displayed;

B Agency
B Productions — click on More... to view these
B Individual ID — the contributors unique identity in the Silvermouse database

To use a contributor from the search results,

®» Click on Use or Edit and Use

The database the contributor is returned from will depict whether the Contributor can be edited as well as
used, or just used.

If possible, always search using the contributor's name and email address first, to pick up the globally
stored record for them and to prevent duplication.

If the contributor you search for is not displayed in the search results, consider whether you need to amend
your search criteria, for example a misspelling.

If you are still unable to locate the contributor (perhaps because the Agent details are incorrect or have not
been updated), then you will need to create them as a new entry into the Silvermouse database.

The following fields should then be completed:

Character Name, if appropriate

Email and Repeat Email, if appropriate
Edited out

Out of Vision

Start and End Timecodes

Description, if required

Please refer to the Creating New Contributor section of this helpcard for details on how to complete these
fields.

Creating New Contributor

If you are unable to locate your contributor by varying your search criteria, then you should add them as a
new contributor to the database.

IMPORTANT INFORMATION

It is essential that you check all the details for a new contributor thoroughly before you click on Add As
new.

Once a contributor has been created, only some of the fields can be amended; the contributor's name and
email details cannot be amended, because they are linked to the Diversity Self-declaration Form for
diversity reporting.

The only solution is to recreate them with the correct details; this means there will be multiple entries for
the contributor in the Silvermouse database. The incorrect version cannot be deleted.
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®» Click on Add As New

First Mame Middle Name Last Name Email Address

|Der1 | | | |'u'vheeler | | |

Individual 1D Agent Name -

— — SETTD (€T
Individuals Displaying 1 - 2 of 2
Source Name (Agency) Productions | Series Names) Individual 1D

Equity Denny Wheeler More... Edit and Use
Equity Dena Louise Wheeler More... Edit and Use

Displaying 1 -2 of 2

There are two sections to complete when editing or creating a new contributor; the details of the Contributor
and the details of their agent, if applicable

Edit Contribulor]

Fields marked with an * are mandatory

RLLCG | Interviewees/Contestant i

[] Edited out
Select Diversity Role: [ Select v

) ) . [] Out of vision
Important: Please enter just cne name in the first name figld and do not include spaces. Spaces

may be included in the middle and last names. Hyphens should be used for double-bamrelled

: . ; Silvermouse 1D:
names. Do not include titles, roles or the names of multiple or groups of pecple

First Mame:* | Den | Timecode (HHMM:55) Duration

Middle Name: | | | | | | wins:[ [sees[ ]

out: | |2 | | Add Timecode

Last Name:* [Wheeler |

Timecode In Timecode Cut [Duration]
Contributori: || Aggregated Duration: Om Ds

Character Name: I

Dascription:

Email:* | |

Repeat Email.* | |

(®) DSF via individual
() Contributor email address not supplied
(:} Contributor does not wizh to provide an email address

() DSF via agent

Confirm Agent ] ) Has Agent O Mo Agent

|

Contact Mumber:* | Address Line 1: | |
|
|

Company Name:*

Email: | Address Line 2: | |

Repeat Email: | City: | |

Country: | United Kingdom V]

( Feplace Agent )( Cancel )

Edit Contributor

®» Role: The Role field will display the role selected in the Search, but it can be changed if necessary.
Select the relevant option from the Role drop down list
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®» Select Diversity Role*: This must be completed if it is displayed. Some roles are not directly mapped to

tHan A AbiiAl NbiiAavAaibi s FAavimn AA thia A A AAdAH AnAl mmAanmAdAbAv s fiALAL
Edit Contributor
Role:* |Inten-ie1.lrees.fcl:untestant bl

Select Diversity Role:*  JEEEH]

Contributor/interviewes
Main Confributor/Expert E

First Mame:* | Den |

portant: Please enter just Idl and do not include spaces

Middle Mame: | |

Last Mame:* |"-"'.-’he&|er |

®» First, Middle and Last Names: New contributors should always be entered using their professional
name if they have one. Titles should not be used unless it is part of their professional name.

As Last Name is a mandatory field, an entry is required for Child Actor contributors, so use the text
SURNAMEHIDDEN as the actors Last Name. If the Contributors are appended to the Billings Form later
on, the child actor can simply be removed.

®» Character Name*: The Character Name is only available for the following role types: Actor, Actor (Lead
Role), and Child Actor:

Edit Contributor

Role:* | Actor A |

Important: Please enter just one name in the first name field and do not i
may be included in the middle and last names. Hyphens should be used |
names. Do not include titles, roles or the names of multiple or groups of p

First Mame:* |Jnhn

Middle Mame: |

Last Mame:* | Pinento

Contributor ID: |:|

Character Name:* |An\g u= Mchill

Email . *

johnpinento@email.co.uk |

®» Email*: In the Email box, type the contributor’s
email, if they provided an email address for the Repeat Email* [johnpninto@eamil co.ul %
DSF to be sent to them

®» Repeat Email*: In the Repeat Email box, retype ® DSF via indvidual

the contributor’s email address — it is not possible Cartributor email address not supplied

to copy and paste the email address, as the

purpose is to check the first email address has Contributor does not wish to provide an email address
been entered correctly DSF via agent

The contributor’'s email is only required for Diamond purposes.
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®» DSF via Individual: Select this option if the contributor has provided their email address and wishes the
DSF to be sent directly to them

®» Contributor email address not supplied: Select this option if you do not have an email address for the
contributor or, if applicable, their agent

Email: |

Repeat Email: |

() DSF via individual
ln Contributor email address not supplied
=®» Contributor does not wish to provide an email address: Select this option if the contributor has
declined to provide an email address

=®» DSF via agent: Select this option if the DSF should be emailed via the contributor’s agent; the Agent’s
Email field will be mandatory if this option is selected

(@) DSF via agent

Confirm Agent ® Has Agent Mo Agent

Company Name:* | |

Contact Mumber:* |

Email:*

Repeat Email:* | |

The email options for the Contributor’'s DSF cannot be edited once the Contributor is added to the form. It
is important that care is taken when setting the Contributor up; if an amendment is required, the
Contributor will need to be deleted from the form and then added again.

®» Edited out: Select this option to confirm the contributor has been edited out of the final (] Edited ot
programme. This is essential so the contracts can be reconciled to the programme

®» Out of Vision: Select this option if the Contributor is off-screen, or Out Of Vision (OOV) [ Qutof Vision

This is required so payments for further use can be made to choreographers, stunt arrangers or voice
over artists, for example

If you are completing the Contributor form to send out the DSF, you will need to edit each contributor to
update the Edited out field after the programmes final edits have taken place.

®» In and Out Timecodes: The timecodes will be useful for future productions which may wish to exploit
the programme.

As you enter an HH time code, the cursor will automatically proceed to the next field for MM, etc. Once
the in timecode has been added, the cursor automatically moves to the Out Timecode.

When both Timecodes have been entered, the Duration will automatically calculate. Click on Add
Timecode:

Timecode (HH:MM:-55) Duration
In: |1EI | : |13 | : |44 | I'l."Iins:|E] |Secs:|34 |
Out: (10 |:[14 l:]18 ] Add Timecode
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Multiple Timecodes can be added by repeating the process, and an Aggregated Duration will be
calculated. At any time you can Edit or Delete the Timecodes.

Timecode (HHMM:535) Duration

i [10 [zl [:fa1 ] Mins: [0 | secs:[s7 |
out:(10  |:[27 |=]38 | Add Timecode

Timecods In Timecode Out [Curation]

10:13:44 10:14:18 Om 24s Edit | Delete
10:16:22 10:17:51 im 285 Edit | Delete
l Aggregated Duration: 2m 3z l

®» Description: Enter a description, if required. For example, if the contributor is a BBC member of staff
providing some narration on your documentary. The description should not contain any personal,
financial or rights information.

It is important to consider data protection when entering information into Silvermouse, especially when
using free text fields. No personal or financial information should be included, and where you are

entering a person’s name or contact details you must inform them beforehand, unless they are already
aware.

Confirm Agent
This section is to confirm or enter the Agent Details for the contributor.

If the cor_ltrlbutor does not have an agent, for example, Confirm Agent b oot
an interviewee:
Company Hame:
=» Select the No Agent option ot b
®» Click on Confirm Ermai
Repeal Emai

If DSF via Agent was selected in the Edit Contributor
section, the No Agent option will not be available.

If the new contributor has an agent the remaining fields should be completed as fully as possible, so others
can use all the relevant details if the programme is exploited. The details required are:

Company Name*

Contact Number*

Email — this is only required for Diamond purposes
Repeat Email — this is only required for Diamond purposes
Address Line 1

Address Line 2

City

Postcode

Country
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Confirm Agent ® Has Agent Mo Agent

Company Mame:*

Amazing Celebrities Agency |

Contact Mumber* 0181 878 5432 Address Line 1: |1 Creford Street |
Emazil:* |joi@emazeballscelebs. co.uk | Address Line 2: | |
Repeat Emsil-* |jof@amazeballscelebs co.uk | City: |Manche5ter |

Postcode: [M1 144 |

Country: | United Kingdom hd |

( Replace Agent ) ( Cancel )

Replace Agent will clear all the agent details so a new agent can be added, and this will overwrite the
details in the Silvermouse database. Any new agent details will be recorded against the contributor, and
the old agent details will form part of the agent history.

Cancel will close the pop up window without saving any changes.

Once all the details are correctly entered, you can add the Contributor:
®» Click on Confirm

Any incomplete mandatory fields will turn orange. They will need to be completed before the contributor
and agent details can be confirmed:

Edit Contributor

Role:* | Interviewees/Contestant W

Select Diversity Role* |Select ﬂ

Important: Pleaze enter just one name in the first name field and do not include spaces. Spaces
may be included in the middle and last names. Hyphens should be used for double-bamrelled
names. Do not include fitles, roles or the names of mulfiple or groups of people

First Mame:* |Den |

Middle Name: | |

Last Mame:* |'|.I'uheeler |

The contributor will appear in the form, displaying the actor’'s name, character and agent details:

2 John PINENTO .f\[:tor ) 06-Dec-2016 ABC DEF Talent Add/Remove Add Rights I:l
Created Angus Mehill" Edit Agent Tags
T: 01234 567830
E: sam@abcdef co.uk

Contributions are ordered in ascending alphabetical order by contributor role type and then individual full
name. When a contribution has been manually added, it will initially be shown at the top of the list.
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Working with Group Names, such as Coldplay or Royal Philharmonic Orchestra

Unfortunately, the Contributors form does not provide a Group Name option. Therefore, it is important
everyone uses the same format when creating groups, to prevent duplication and to ensure the name can
be searched.

Contributors Form Manage Tags | Self Service PDF | Add to work in prog
Authors & Contributors Rights |
Role First Mame Middle Name Last Name Email Address Individual ID
[Musicizns: Group/Orchestra/Choir ~ | [royal | | | |tharmonic orchestra | | | | | { Search )

®» |In First Name, type the first word

®» In Last Name, type the remaining words

If the name of the group is longer than the space permitted in Last Name, the Middle Name can also be
used.

When creating the group as a Contributor, use the Description field to provide further details, such as
21 piece orchestra.

Contributor Rights

Productions must always clear contributions for use in BBC programmes, and the correct clearance
process should be followed.

Once the contributors have been added to the Contributors form in the Authors & Contributors tab, the
contract type or other clearance method needs to be assigned in the Rights tab to ensure your reporting is
accurate.

This is necessary for the Reconciliation of the programme at the end of the production process, and will
provide robust information for future productions wishing to exploit elements of your programme in the
future.

Contributor rights fall into two categories in Silvermouse:

B Contributor Contracts — a contract has been raised
B Other Clearances — a contract has not been raised
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Definitions of Contributor Contracts
It is important to select the correct contract type when assigning rights. The contract types available in

Silvermouse are:

Contributor Description

Contract Type

BBC/ Equity TV Standard terms agreed between the BBC and Equity for contracting Equity artists.
Agreement

PACT /Equity TV Standard terms agreed between the Producer’s Alliance for Cinema and Television
Agreement and Equity for contracting Equity artists. PACT/Equity TV agreement is used for

independent productions.

Foreign Union

Standard terms under a Foreign Union for contracting artists. Provide details of the

Agreement Union in the Rights Restriction box such as:
B SAG-AFTRA (Screen Actors Guild — American Federation of Television & Radio
Artists)
B DGA (Directors Guild of America)
B WGA (Writers Guild of America)
PACT/FAA Standard terms agreed between Producer’s Alliance for Cinema and Television and
Agreement the Film Artistes Association for contracting background artists.
BBC/WGGB Standard terms agreed between the BBC and Writers Guild of Great Britain for
Agreement contracting script writers/script material
PACT/WGGB Standard terms agreed between the Producers Alliance for Cinema & Television and
Agreement the Writers Guild of Great Britain for contracting script writers/script material.
PACT/WGGB terms are used for independent productions.
BBC/MU TV Standard terms agreed between the BBC and the Musician’s Union for contracting
Agreement musicians.
PACT/MU Standard terms agreed between the Producers Alliance for Cinema & Television and
Agreement the Musician’s Union for contracting musicians. PACT/MU terms are used for

independent productions.

All Rights Contract

Contracts and agreements (not falling within another Contract Type) for contributors
where the BBC acquires unlimited right to use the contribution (all media, throughout
the world and in perpetuity).

Bespoke or
Restricted Rights
Contract

Contracts and agreements (not falling within another Contract Type) for contributors
where the BBC does NOT acquire all rights. Provide details in the Rights Restrictions
field.

BBC Performing
Groups

Performers in a BBC Orchestra or BBC Singers and who is either under a BBC
fixed/continuing employment contract or a BBC freelance contract.

BBC/ISM
Agreement

Standard terms agreed between the BBC and Incorporated Society of Musicians for
contracting musicians.
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Definitions of Other Clearances
If a contract has not been raised for the contributor, you should select one of the options from ‘Other

Clearances’.

Contributor
Clearance Type

Description

Release /
Consent Form

Forms, letters, emails or other basic written evidence (often signed) to indicate a
contributor or rights owner’s permission to film or use their material.

Informed Verbal consent, filmed consent, willing participation or other non-written ways a
Consent contributor or rights owner consents to filming or use of their material.
Fair Dealing Use of a limited/modest amount of a copyright work without the permission of
contributors in the material for:
B reporting news and current events
B criticism and review
H guotation
B parody, pastiche and caricature
Await Claim Use of material without the permission of the contributors in the material after
reasonable efforts to trace the contributor and rights owner has failed.
Performance Use of material without the permission of contributors in the material where the
Period of contributor’'s Performance Period of Protection has expired.
Protection
Expired

Insubstantial Part

Using an insubstantial part of a work without the permission of contributors in the
material.

Incidental Use of material without the permission of contributors in the material where the
Inclusion material is used incidentally.

Promotional Express right in contracts with contributors and rights owners to use extracts from
Right BBC programmes for BBC promotional use.

Clearance Not
Necessary

Contributors in material not requiring clearance, for example:

B BBC custom and practice not to obtain permission such as book/record/CD covers

B The material in which they appear is out of copyright

Historical and
Reminiscent
Right

Express right in contracts with contributors or rights owner to use short extracts from

BBC programmes ONLY in the context of historic and reminiscence about the BBC
and ‘of the BBC'.

Essential Information when Adding Contributor Rights

B You must include all Contributors even if they were edited out of the final programme, so the contractual

paperwork ties up with the programme

B You must add the contract number(s) so the rights can be checked for future uses

The Extract checkbox must be selected if there is a contributor in an extract, whether the clip is BBC

archive or external/acquired material. An extract payment may be due under the terms of the
contributor’s original contact, or as a result of the Sequence Licence Agreement (SLA)

Business Systems Training

B|B|C| Academy




B Any restrictions must be recorded, for example, ‘For use in this programme only’

All Rights
There are two ‘all rights’ options in Silvermouse for contributors:
B Contributors Contracts: Select All Rights Contract for formal contracts

B Other Clearances: Select Release / consent form (NB All Rights in all media throughout the world
in perpetuity) for signed release forms or permission letters

Use of any of the options in Other Clearances, other than Release / consent form (NB All Rights in all
media throughout the world in perpetuity) may prevent that particular element of the programme being
reused in the future. This decision should already have been taken earlier in the production after a
conversation with A BBC Rights and Business Affairs Executive.

Adding Contributor Rights
Contributor Contracts
To add Contributor Contracts rights:

®» Click on Add Rights tab for the relevant contributor you wish to apply rights to, and the checkbox will
automatically be selected:

i - Select d Process
Authors & Contributors [ Rights ] l |
| Select b | Uze
Compact View | Full View All | Filter by Tage 4 of 4 Contribution(g) All Contributars and their Contributions Entered |:| Select All |:|
1 Pria O'REILLY Actor 06-Dec-2018 JKL MNO Talent AddRemove Add Rights
Created "Pauline Downs" - Tags
el Casting Agency
Edit Agent

T: 0121 332 4567
E: kalief@jkdmnoica.com

®» From the Rights drop down list, select Contributor Contracts or Other Clearances, as appropriate. In
this example, the actor is on an Equity contract, so Contributor Contracts is the option which should be
selected:

Authors & Contributors Rights

ze
Contributor Contracts
Other Clearances

Compact View | Full View All | Filter bv Taos 9 of 9 Contribut

$

Click on Use

®» From the Contract Type drop down list, select the correct option which was used to contract the
contributor; in this example, PACT/Equity TV Agreement:

1. CONTRACT TWPE Select the contract type:*

BBC/Equity T Agreement

PACT/Equity TV Agreement

Foreign Union Agreement (give detailz in Rights Restrictions box below)
2. CONTRACT MUMBER(S) PACTIFAS Agreement

BBCANGGE Agreement

PACTMWGGE Agreement

BBC/MU TV Agreement

PACTMU Agreement

All Rights Confract

Bespoke andlor Resfricted Rights Contract (give details in Rights Restriction Box below)
BBC Performing Group {a BBC Orchestra or the BBC Singers)
BEC/ISM Agreement

3. RIGHTS RESTRICTIONS
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$

referred to for future reference

In the Contract Number(s) box, enter the reference number for the specific contract

In the Rights Restrictions box, add any Restrictions in this contributor’s contract so they can be

®» Select the Extract checkbox if the contribution was part of an extract in the programme, whether the clip
was BBC archive or external/acquired material
® Click on Add
; - Select W Process
Authors & Contributors Rights
Contributor Contracts Pria O'reilly Cancel
1. CONTRACT TYPE Select the confract type:*
| PACT/Equity TV Agresment w
2. CONTRACT NUMBER(S) Enter the appropriate contract number(s)
554661672
Pleaze separate each contract number with a new line.
3. RIGHTS RESTRICTIONS
[[] Restrictions have been placed on the uze of the Contribution.
Dietails of the restrictions
4 EXTRACT
|:| Contribution is in the form of an extract used in the programme
Al

The contributor’s name will be displayed at the top of the form to identify who the rights are being added to.

Contributors with rights associated will display a View Rights link:

1Pria O'REILLY Actor D5-Dec-2016

Created "Pauline Downs”

Other Clearances

Add/Remove

View Rights
Tags

Ast Caned Oy ~am Peacock 06-Dec-2016
Created by Sam Peacock 06-Dec-2016

JKL MNO Talent
Casting Agency
Edit Agers

T: 0121 332 4567

E: katie@jkimnotca.com

In this next example, the interviewee signed an All Rights Release form. To assign Other Clearances:

®» Click on Add Rights for the relevant contributor

®» From the Rights drop down list, select Other Clearances

®» Click on Use
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®» From the Other Clearances drop down list, select the correct option which was used to contract the
contributor; in this example, Release / consent form (NB. All rights in all media throughout the

varAarlA Tin m A AR R

Authors & Contributors

Other Clearances

1. OTHER CLEARAMNCE TYPE

2. RIGHTS RESTRICTIONS

Rights

Den Wheeler

Other Clearance Type*

Releasze / conzent form (MB All rights in all media throughout the world in perpetuity)

Informed Consent
Fair Dealing
Insubstantial Part
Incidental Inclusion
Promational Right

Performance Pericd of Protection Expired

Historical and Reminizscent Right
Clearance Mot Necessary
Await Claim

[ Select v| Process

Cancel

As this contributor signed the All Rights consent form, there will be no restrictions on the use of the
material. However, if you do need to add any restrictions, for example for Informed Consent,

®» Select the Restrictions have been placed on the use of the Contribution checkbox to confirm some
restrictions have been imposed, and

= In the Details of the restrictions box, type a detailed explanation of the rights imposed, so it is clear for

future productions

®» Click on Add

Editing Contributions

To edit contributor or agent details:

®» Click on the Contributors Name or Agent links. They won'’t appear as links until the cursor is placed

over them:

|3 Pria O'REILLY | Actor
"Pauline Downs™
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necessary changes
View Contributor

Pria O'REILLY
Actor

Created (T68622)

Created on 06-Dec-2016 [Last Edited on 08-Dec-2018]

Timecode In Timecode Out [Curation]
11213 1001513 3m 0=
102212 10:23:05 Om 535
Aggregated Duration: 3m S3s
JKL MNO Talent Casting Agency
Agent
Submitted (215382)
City [Couniry]: Glasgow [GEB]
Created on 06-Dec-2016 [Last Edited on 06-Dec-2018]
Tel: 0121 332 4567 Address:
Mob: 1 George Sireet
Fax: Glazgow
Email: katie@jklmnotca.com G1122

Anant Hietnre

®» When completed, click on Confirm

=® In the pop up window, click on Edit next to the relevant section you wish to update, and make the

To edit the Character Name for an actor, simply click on the character name. A pop up window will appear:

2 gue MCGREGOR Interviewees/Contestant 06-Dec-2

@ Character Name - Internet Explorer

= | i) |

Created

@ https:ftestd sibvermousete st oo ShPACPAC Contributor Type.aspemode=charnarme Sprograrmrme ﬂ|

3 Pria O'REILLY | Actor 08-Dec-20") Egit Contributors = Add Character Name

Created “Pauling D%s'

* Character Name

Add Character Name

silvermouse’

Fields marked with an * are mandatory

|F'auli ne Downs

~

v

4 John PINENTO Actor 06-Dec-20 —_————

" rerm e e hill"

You can then make your edits, and click on Confirm.

Tane
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To edit rights details:

Casting Agency

T: 0121 332 4567
E: katie@jlkdmnotca.com

®» Click on the View Rights link for the relevant contribution

JKL MNO Talent AddiRemove
Tags

Last Edited by Sam Peacock 06-Dec-2016
Edit Agent Created by Sam Peacock DE-Dec-2016
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®» The current rights information will be displayed. Click on Edit Rights

N . Select hd Frocess
Awuthors & Contributors Rights l I
Contributor Contracts John Pinento Canoel
1. CONTRACT TYPE Select the contract type: PACT/Equity TV Agreement
2. CONTRACT NUMBERI(S) Enter the appropriate 12345670
confract number{s)
3. RIGHTS RESTRICTIONS
4. EXTRACT
Edit Rights
Al

®» Make the necessary changes and click on Add

Submitting the Contributors Form

Once all your Contributors have been added to the Form, and each entry has had the correct rights
assigned accurately, you should submit the form to the BBC.

To submit the form:

®» Select the All Contributors and their Contributions Entered check box
Edit Header Expand

or licensing and/or royalty and/or
in these forms

Manage Tags | Self Service PDF | Add to work in progress | Submit to Broadcaster | Copy | Email to Other | PDF Version

|Selec‘t e | Process

All Contributors and their Contributions Entered [ | Selectal ||

Celehbrities Add/Remove Tags View Rights D
Last Edited by Sam Peacock 12-Nov-2018
Created by Sam Peacock 12-Mow-2016

5432
ebazllscelebs.co.uk

®» Click on Submit to Broadcaster

®» In the pop up confirmation window, click on OK

Message from webpage @

| Submit This Farm?

ok || cance |
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Ensure pop-up windows are enabled in your browser; otherwise this message won'’t display.

The form will close and you will be taken back to your Inbox.

Approved forms are not displayed in the Inbox, but you'll be able to find it in the Library.

The form cannot be submitted if the Information Entered is Correct and Complete checkbox has not
been selected, or if mandatory fields are missing.

Locating a Submitted Contributors Form
Any submitted forms which have not yet been approved by the BBC will appear in the Outbox,

Eearch Search Type Last Edited
[under the bridge | [AN Search Criteria | [All ltems v | Search

Advanced Search

Outbox arms

Under the Bridge Contributors Submitted 12-Mov-2016 BEC SM - UID: 14521066

Under the Bridge SM - GUID: 750ebf31-2fbE-4af6-Eab3-2c4591cbebde
BEC Test Production Company

Active (0/8) Commissioned [Series]

And in the Library:

undes B briiga [0l Baireh Critaria ] [l s bl Search

Advanced Sesrch

Library GEED e Creoe

Displarging 1 - 3 ol 3 propresimes

Ungdes the Bridge Aolooc P Dtbicconin EBEL Prod Mo FEI TROLT
Undier e Bridge (7] ] SM - LD 14521087

Canirisuiomn Submissd 12-Mere- 2018 EEC Test Prodissticn Company EM - GUID:  wb St 2 1 - 4008 -Bba3- 241808445728
Aofve [AIE) ComiTessiontd [Sanes]

[ ] Uri-Mere-2001

Copyrights Approses Bi-bore-2018

Drvarmaty Actus ETe) Ort-Mere-20018

Drvarmty Percarad T 0-Nore-2018

Fronk Page besued 0t -Hore- 2018

THRFSSa0n A D el Orf=More-2018

To reduce the number of forms displayed in the Library, click on the Submitted filter. Forms with other
statuses will be hidden:

undas e briiga [l Baareh Critara > | [ arrs b Sewch

Advanced Sesrch

Library o - n frogess [r—

Dispdrying 1 - 2013 progiesme

Pnider the Bridge Bilngs Appeoved Ot-Fior-20118 BEC Prod b FHIFTROLTA
Under e Bridge (2] M - LI 14921007

Centrizulors Submirted 12-Mere-2018 BEC Test Produstion Company EM - GUIDC  aSbit-laD-Sea 14308 -Btad-24 1800440 750
Aogwe [AE]) Comumissiongd [Saries

Comi Ehasal Laiuried 0-Mere-2018 E .

Copynghts Approned O-Moe-2018
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Rejected Forms

If there is a problem with the form and it has been rejected, the IDU will contact you and you will be able to

find the rejected form in your Inbox. Their feedback will be entered in the Notes field, in the Header:

Under the Bridge : Under the Bndge (2)

BBC

Series Number:

Episode Mumber: 2
Billed Epizode Title:

Taotal Number of
Epizodes:

Production Source: Commissioned

Commissioning

Department: Factual

Ofcom Super Genre: Factual

Ofcom Genre: Documentaries - Other

Form Status History

BBC Test Production Company
Status (Last Edited): Rejected (12-Now-2016)
D FRIY795L/01

Wersion Made For: BBC Public Service

Slot Duration: 01:00:00
TxiPublication Date:
TXiPublication Time:

Transmission Channel:

Live Transmission:

[ Motes: Edit Rejection Reascns entered here Rejected by Sam Peacock on 12-Mow-
2016.

Edit Header Expand

Information in the BBC Forms (Excluding Diamond Diversity forms) may be provided to 3rd paries as
reguired for licensing and/or royalty andfor research reasons. Az such NO sensitive data (whether
commercially sensitive or otherwise) should be included in these forms

To re-submit the form:

=®» Make the required changes

®» Click on Submit to Broadcaster

= In the pop up confirmation window, click on OK

Locating an Approved Contributors Form

= Search for your programme in the Library

. .
silvermouse

E T Satrch Ty

unaer e bridge Al Sasmech Criteria W

Adwnrcad Sasrch

Library

Uniger the Aridge

Home | Imbooe | Cuthow | Library | Help | Logoot S Peaccck
E HAC Tewi Produciian
Company

Law Faaez
AN Hema W Samch

Chnphirying 1 - § ol 3 programimas

Proo Mo FHIVTEELOA

Uredsr ta Decigs [ - T - EM.-UD 422 08T

Gontebulors ] 1Mz 2008  Tear Produsiion Company SM - GUAD:  sRbSbdei-Tesd-4503-30e8-24 1880440700
Ao areminsoned [Sanea]

Copyrgha Apprzeed o4 L]

Dsmruity Schasl 1aied Ob-Hcw-2018

Thweiuirp Fercisand aaLed Of-Mew-30H0

Front Pags e [ERES L]

Trarmminaion Apzrzeed Ot-Mow-2018
Unges the Rriags r— [— M2Mlow-2018 FaR Prazitic FHELIRILAH
Urdar the Duigs (3 SM - UDH 450123

Clgriskidtay Adaakl (=R g L] BOC Teat Producton Company SM - DUAD:  EEIIEShL-OT-4300-bT -4 Bl S0 7]
Ao (IE CoTeriuored |[Saciea|

Gon Shasl suued [ RS ER

anamdrs N Ererins

®» Click on Contributors to display the form

It is not possible to edit a Submitted or Approved form. You will need to ask your BBC contact to reject a
form so you can make changes to it.
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