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Recording Request Form for Multiple Echo360 Recordings
Use this recording request form to request a recording of any lecture session or guest speaker for a module being taught teaching at NUI Galway. Return your completed form via email to echo360@nuigalway.ie  The Centre for Excellence in Learning and Teaching will send an email confirmation notice with instructions following receipt of your request.
Recording details:

	
	Date of recording
	Start Time
	End Time
	Speaker name
	Email address
	Preferred Title of Each Recording or Series 
	Blackboard  Module Code

	1
	     
	     
	     
	     
	     
	     
	     

	2
	     
	     
	     
	     
	     
	     
	     

	3
	     
	     
	     
	     
	     
	     
	     

	4
	     
	     
	     
	     
	     
	     
	     

	5
	     
	     
	     
	     
	     
	     
	     

	6
	     
	     
	     
	     
	     
	     
	     

	7
	     
	     
	     
	     
	     
	     
	     

	8
	     
	     
	     
	     
	     
	     
	     

	9
	     
	     
	     
	     
	     
	     
	     

	10
	     
	     
	     
	     
	     
	     
	     

	11
	     
	     
	     
	     
	     
	     
	     

	12
	     
	     
	     
	     
	     
	     
	     

	13
	     
	     
	     
	     
	     
	     
	     

	14
	     
	     
	     
	     
	     
	     
	     

	15
	     
	     
	     
	     
	     
	     
	     

	16
	     
	     
	     
	     
	     
	     
	     

	17
	     
	     
	     
	     
	     
	     
	     

	18
	     
	     
	     
	     
	     
	     
	     

	19
	     
	     
	     
	     
	     
	     
	     



Recording details:

	
	Date of recording
	Start Time
	End Time
	Speaker(s) name(s)
	Email address
	Preferred Title of Each Recording or Series 
	Blackboard  Module Code

	20
	     
	     
	     
	     
	     
	     
	     

	21
	     
	     
	     
	     
	     
	     
	     

	22
	     
	     
	     
	     
	     
	     
	     

	23
	     
	     
	     
	     
	     
	     
	     

	24
	     
	     
	     
	     
	     
	     
	     

	25
	     
	     
	     
	     
	     
	     
	     

	26
	     
	     
	     
	     
	     
	     
	     

	27
	     
	     
	     
	     
	     
	     
	     

	28
	     
	     
	     
	     
	     
	     
	     

	29
	     
	     
	     
	     
	     
	     
	     

	30
	     
	     
	     
	     
	     
	     
	     

	31
	     
	     
	     
	     
	     
	     
	     

	32
	     
	     
	     
	     
	     
	     
	     

	33
	     
	     
	     
	     
	     
	     
	     

	34
	     
	     
	     
	     
	     
	     
	     

	35
	     
	     
	     
	     
	     
	     
	     

	36
	     
	     
	     
	     
	     
	     
	     

	37
	     
	     
	     
	     
	     
	     
	     

	38
	     
	     
	     
	     
	     
	     
	     

	39
	     
	     
	     
	     
	     
	     
	     

	40
	     
	     
	     
	     
	     
	     
	     

	41
	     
	     
	     
	     
	     
	     
	     


Capture Format (for above recordings)
	Audio only
	 FORMCHECKBOX 


	Video (presentation slides & audio)
	 FORMCHECKBOX 


	Video (presentation slides & speaker, audio)
	 FORMCHECKBOX 
  *This is the default option, unless otherwise specified


Venue:

	 FORMCHECKBOX 
 NCBES Seminar Room
	 FORMCHECKBOX 
 CELT Training Room
	 FORMCHECKBOX 
 Applied Optics
	 FORMCHECKBOX 
 Small Lecture Theatre CSI
	 FORMCHECKBOX 
 Large Lecture Theatre CSI


Module or Course Instance Details:

Please remember to enter the module code or course instance of the Blackboard site (e.g. in the format MD102, or 1BC1), in the table above. This will ensure that the links to the recording will be published into this module for students to access them.  Every module and course instance is identified by a code. If you are unsure of your course instance or module code, your course coordinator or faculty office may be able to help. Alternatively, search for the correct code directly on the Quercus system on: https://www.mis.nuigalway.ie/regexam/cmrs_module_main_menu.asp 
Note: If your recording will not be published into a Blackboard course you can leave this above column blank. The speaker will receive an email copy of the links and can disseminate as he/she wishes. 

Other details 

For once-off or non-standard recordings, please state any other relevant details:      










Your details (booking co-ordinator):
	Staff Name:
	     

	Email Address:
	     

	Contact Tel:
	     


Policy and Conditions:
 FORMCHECKBOX 
I have read and understood the terms and conditions for the recordings as outlined on the following page.

Terms and Conditions

Thank you for submitting this recording request form. By completing this form, CELT will schedule recordings to automatically begin for the specified dates and times requested. We will provide confirmation of your booking as soon as possible. Please note the important information outlined below:
Policy for Consent
Permission must be granted by the presenters for their lectures/seminars to be recorded and any specific restrictions on copyright, availability, distribution etc are matters for the local College administrator or Course Coordinator to resolve and manage. CELT can provide a sample copyright release form if such is helpful.
How do the students access the recordings?
At the end of the lecture, the recording is automatically remotely stored and a link to the recording is published in chronological order within Blackboard course you specify, and an announcement made to students. All that is required of students is to go to Blackboard, and click on a link. Students can watch the synchronised recorded lecture including PowerPoint slides and movie clips as frequently as they like and choose whether they watch using a high or low speed connection or download to view offline using their MP3 players, MP4 players, laptops or desktop PCs. Times for the published links to become available vary (based on the number of recordings being undertaken at that time), but will typically be ready with 24 hours at most. 
How do I access the recording?
You (the speaker) will receive an email with the direct links to access the recording on the Echo server. You can also access the recording on Blackboard, where a course code is supplied.If there is no Blackboard course for the recording, you (the speaker) will receive an email with the links regardless and can disseminate these as you wish (e.g. via email/personal website)
How long will the recordings be stored?

Currently, we are putting an archival policy in place, and are working with Computer Services/ISS to look at this. For the time being, all recordings will be available until the end of the 2009-2010 academic year. 
The microphone
It is the responsibility of the speaker to ensure the microphone has adequate power, and is turned on at the start of the recording, and turned off at the end. Locate the radio microphone near the podium lectern which clips on your belt or can be kept in your pocket. Check that the microphone is on (indicator light) – if the indicator light is flashing, the battery needs to be replaced. If it is solid the battery is good. Spare batteries should be available in the lectern, but it may help if you or the coordinator of your venue has spare batteries available. Batteries should be replaced after each day’s recording. 

Other tips
· Use the lectern PC (not your laptop)

· Repeat any questions from students you wish to be captured, as their audio will not be picked up by your microphone
· Start and end your lecture on the times specified. 

· Double check your microphone has adequate power and is turned on. 
Echo360 

http://www.nuigalway.ie/celt/webcasts/echo360.html 

