LAVALLEY LAw LI1BRARY MEDIA SERVICES

CLASSROOM POLICIES
Training, Setups, and Troubleshooting for Classes

Medi a Services will provide instructional training on

cl assroom equi pnment to any UT Law faculty or staff nenber;
however, training opportunities may be unavail abl e during
busy peri ods.

Medi a Services will provide setups for all classroom
equi pnent to any UT Law faculty or staff nenber

Medi a Services will provide instructional training and/or
setups on classroom equi pnment to |law students if they are
going to use the equipnment for class-rel ated purposes.

Speci al arrangenents nust be nmade with Media Services for
instructional training and/or setups held outside of norma
busi ness hours.

Medi a Servi ces cannot provide staffing for classroom
equi pnent operation. However, Media Services will respond
imredi ately to problens if staff menbers are avail abl e.

Class Audio and Video Taping Guidelines

. The professor nust request the recording.

. Media Services will provide audio tapes and an audio
cassette player for audio recording unless video
tapi ng i s pedagogically necessary (e.g., for student
performance in Trial Practice).

3. Flex courses receive first priority. A request for a
first priority audi o taping supersedes any | ower
priority request.

4. Reschedul ed cl asses or regularly schedul ed cl asses for
whi ch the professor will be absent receive second
priority. A request for a second priority audio taping
supersedes any third priority request, but can be
superseded by a first priority request.

5. Regul arly schedul ed cl asses for which a student w |
be absent receive third priority.

6. No other classes will be audio taped except by speci al

arrangenment with the appropriate nmenber of the College

of Law adm ni stration.
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. Medi a Services cannot provide delivery or pickup
services for any audi o taping on behalf of a single
student. Professors or a professor's designated
representative must pick up audio tapes and an audi o
cassette player fromthe circulation desk 15 m nutes
before class and return the equi pnent 15 m nutes after
cl ass.

. Medi a Services provides pickup or delivery services
for audio taping on behalf of an absent professor or
reschedul ed classes only if sufficient staff is

avai lable. If staff is not available, professors or a
prof essor's designated representative nust pick up
audi o tapes and an audi o cassette player fromthe
circulation desk 15 m nutes before class and return

t he equi prent 15 m nutes after class.

Classroom Media Circulation Policies

. Al'l classroom videotapes and audi otapes wi Il be pl aced
on two-hour reserve at the circul ati on desk. The

Li brary requires a mni mum of one week for processing.
Addi tional tinme may be required, depending on staff
availability.

. The Library will check ID and require students to sign
inif the faculty nenber provides a class |ist,
attendance sheet, or other |ist of approved students.
If a list has been provided by the faculty nenber, the
Li brary will refuse to check out classroom nedi a
materials to any student lacking ID or to any student
not on the list.

. The Library will recycle, erase, or destroy the
recordings at the end of every senester, unless other
arrangenents have been nade with the appropriate
menber of the College of Law adm ni stration.

. The Library will not place any restrictions on
cl assroom nedi a circul ati on other than those specified
above and will turn over to the faculty nenber or

ot her authorized individual any recordings that
require additional restrictions.
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