SHOOT SETUP CHECKLIST SHEET

How do you set up for a shoot? (Check if you’ve done the following)

______
1.
Sign out camera using calendar “event sign up”
______
2.
On date of event, come to me & sign out camera from the closet filling out the form as completely as possible! 

______
3.
The day after the event you must return the camera to me, prior to the start of your period 1 class since I may 

need to charge it before the next  group is scheduled to check it out.

______
4.
If there is anything wrong, I’ll see it at that time by turning on the camera and checking in during check out & 

check in process. If you know anything strange happened, be honest and tell me.  It’s easier to fix a problem if we know it exists rather than discover it later and lose trust in one another.

How do you set up for a shoot? Part 2: Preproduction:

PRE-Production (Pre=BEFORE, so this must happen BEFORE THE DAY OF PRODUCTION OR “SHOOT!”)

(Check if you’ve done the following)

1- Plan your shots by creating a SHOT SHEET. A SHOT SHEET SHOULD DESCRIBE:

_______
A.
Types of shots you need to get to tell your “story”

_______
B.
Any possible interviews? (And separately you should write out questions you anticipate asking. 

More tips on How to Interview will follow).

          _______
C. 
Additional video to act as BROLL (secondary video)

**B-ROLL…. Is 2nd (A roll is primary video). EX- Shooting a game is your “A ROLL.” 

However if you want to INTEVIEW the Coach and you plan to SHOW Game video OVER the voice of the coach’s voice, then the game has become B-ROLL and the coach is the A-roll. Game is now secondary to the interview.

_______
D. Bring Release Forms incase you interview someone who is NOT a student under the school’s blanket

release form.
          _______
E. Plan out the coverage with your group members. Someone could take notes on who scores so you make 

sure to interview them or get a CU of them, etc! Someone could shoot. Someone could pre-interview people in the crowd and ask if they wouldn’t mind being on camera to talk about X…. for additional relevant video (EX- parent of student player). Divide the responsibilities! You all should be looking around for shots! Saying… hey, what if we shoot this… let’s do that, etc etc!

Production (AT the shoot).

_______
1.
Do what you plan in Pre-production. Act in your various roles, follow your shot sheets, get Broll, get release 

forms signed & STAY organized!

_______
2.
Keep your eye on the equipment at all times.

_______
3.
Set up the camera as we taught you…. Be sure your mic is plugged in & remember to white balance the 

camera.

_______
4. 
Frame your shots properly (WHY are you shooting something the WAY your shooting it? Will it have an affect 

on a viewer? Or are you just staying “safe.” In sports, follow the action. Stay close enough to see, but not too 

close that everything quickly moves out of frame.

_______
5.
Ask Questions to get the responses you want/need see: Interviewing Tips

_______
6.
Get interviewee to SAY THEIR NAME AND SPELL IT ON CAMERA for titles later in edit.

_______
7.
LEAVE PAD- 5 seconds before someone speaks/5 seconds after.****very important in interviews***

_______
8.
Ask follow up questions-actually listen to the person and if something they say takes you in another direction…. 

Follow it. Once you’re satisfied, you can always return to your list.
_______
9.
Interviewer should stand or sit to the side of the camera so that INTERVIEWEE is talking to YOU but looks as if

they are talking to audience.
_______
10.
USE the TRIPOD!! We need steady shots. Again, if you’re handheld… the POV style shooting should have a 

REASON for looking shaky. If there isn’t a reason for how you are shooting the shot that way, then default to sticks!

_______
11.
SHOOT WITH THE SUN BEHIND YOU.  Shooting into the sun will result in a shadow-like look. Try to always

think about positioning yourself with the sun behind you so natural light is on your subject. 

_______
12.
Anytime your directing others, Give them a 3, 2, 1 Point- (go)… because we will need the PAD to start the “in” 

of the edit. THEY also need GOOD directions, otherwise they’ll try to direct you or they’ll step all over each other. (Be clear, and get a couple of GOOD Takes… Not just one!)


_______
13.
SAY Thank you!!! To everyone you interview, anyone who lets you in, by, lets you setup where they could be 

sitting, etc.

_______
14. 
LAST BUT ESPECIALLY NOT LEAST, remember, you’re on camera… all the time. Every time that red button 

is on YOUR ON. Your mic is on, I’ll hear what you say. So, be yourself, but be your BEST possible self!
 Ask, yourself… 

why is it important for my group to accomplish ALL of these steps of the PRE-PRODUCTION process?

***It is important to set up this way because you will be setting a strong foundation for doing video productions well & right from the start.

It may not all go perfectly as planned, but if we try to adhere to this SETUP SHEET… with some practice, it will become second nature!

(AND if you think of any advice you want me to add to this list to share with others after you’ve gone out and had your experience shooting… LET me know!)
