LAVALLEY LAw LI1BRARY MEDIA SERVICES

ALL MEDIA SERVICES PoLICIES —- ALL PATRONS
Media Services Contact Information

We prefer that you contact us through the LAWAV emai |
account because all Media Services staff nenbers have
access to the LAWAV account. You may access the LAVWAV
account through your email directory or by typing "LAVWAV'
(wi thout the quotes) then typing "@tol edo. edu” (w thout
the quotes) for the enmil address. |If you do not use the
LAWAV emai |l account it may inpact our ability to provide
service to you

Ryan Overdorf, the Electronic & Media Services Librarian,
manages the Media Services unit. If you have any questi ons,
comments, conplaints, etc. regarding avail abl e services or
service policies, please contact himby phone at (419) 530-
2759 or by email at Ryan. Overdorf @it ol edo. edu. Pl ease do
not use Ryan's contact information for service requests
because only Ryan has access to his own email account.

General Policies Applicable to all Services
The LaVval l ey Law Li brary Media Services unit provides
vari ous technol ogi cal equi pnment and services to authorized
users in accordance with the unit's service |evel policies.
Medi a Services does not authorize or schedule the use of
Coll ege of Law facilities. Only the Coll ege of Law
adm ni stration has this authority.

Medi a Servi ces does not provide non-technol ogi cal equi pnent
(e.qg., tables) and services.

Policies Applicable to Events
Instructional Training for Events
Medi a Services will provide instructional training on
facility equipnent for all events involving UT Law faculty,

staff, student organizations or use of UT Law facilities by
non- UT Law parties.
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UT Law faculty, staff, or student organi zations nust nake
speci al arrangenents with Media Services for instructional
sessions hel d outside of normal business hours.

Aut hori zed non-UT Law parties nust neet with Media Services
during normal business hours except by special arrangenent
wi th an appropriate nenber of the College of Law

adm ni stration.

Setups for Events

Medi a Services will provide setups for all events involving
use of UT Law facilities during normal business hours.

UT Law faculty, staff, or student organi zations nust nake
speci al arrangenents with Media Services for setups held
out si de of normal business hours.

Aut hori zed non-UT Law parties nust neet with Media Services
during normal business hours except by special arrangenent
wi th an appropriate nenber of the College of Law

adm ni stration.

Staffing for Events

Medi a Services will provide staffing for all on site events
sponsored by UT Law or on site events in which UT Law
faculty or staff participate. The Electronic & Media
Services Librarian may assign one or nore Media Services
staff to events, depending on availability and need. These
staff nmenbers may be student nultinedia assistants.

UT Law student organi zations nmust nake special arrangenents
wth Media Services to staff an event. Staffing wll be
provided only if staff nmenbers are avail abl e.

Media Services will not staff authorized non-UT Law events
except by special arrangenent with an appropriate nmenber of
the Coll ege of Law adm ni stration.

Event Videotaping
Medi a Services rarely videotapes events. The El ectronic and
Medi a Services Librarian will consider a variety of factors

in determ ning whether to videotape an event. These factors
i ncl ude the follow ng:
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e The archival value of the event, including the
potential audi ence for a recording

e The availability of staff for operating the video
canera and ot her video production tasks

e \Whet her UT Law sponsored the event

e \Whether UT Law faculty, staff, or students
participated in the event

e \Wet her or not videotaping has been specifically
request ed

e A request for videotapi ng does not guarantee that
vi deotaping will occur.

For nore information on videotaping, please see the Video
Production section.

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 nade with Media Services for
instructional training and/or setups held outside of normal
busi ness hours.

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

Class Audio and Video Taping Guidelines

1. The professor nust request the recording.

2. Media Services wll provide audio tapes and an audi o
cassette player for audio recording unless video
tapi ng i s pedagogically necessary (e.g., for student
performance in Trial Practice).
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. Flex courses receive first priority. A request for a
first priority audi o taping supersedes any | ower
priority request.

. 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.

. Regul arly schedul ed classes for which a student wll
be absent receive third priority.

. No other classes will be audio taped except by speci al
arrangenent with the appropriate nmenber of the College
of Law adm ni stration.

. 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 nmust pick up audio tapes and an audio
cassette player fromthe circulation desk 15 m nutes
before class and return the equi pnent 15 mnutes after
cl ass.

. Medi a Services provides pickup or delivery services
for audi o 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 pnment 15 m nutes after class.

Classroom Media Circulation Policies

. Al'l classroom vi deot apes and audi ot apes wi Il be pl aced
on two-hour reserve at the circul ati on desk. The

Li brary requires a m ni num of one week for processing.
Addi tional tinme may be required, depending on staff
avai l ability.

. 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
Library will refuse to check out classroom nedia
materials to any student |lacking ID or to any student
not on the list.

. The Library wll recycle, erase, or destroy the
recordings at the end of every senester, unless other
arrangenents have been nade with an appropriate nmenber
of the Coll ege of Law adm nistration.
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4. 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 nmenber or
ot her authori zed individual any recordings that
require additional restrictions.

Video Production
Classes

Medi a Services will not videotape classes unless

vi deot api ng i s pedagogically necessary (e.g., for student
performance in Trial Practice). Media Services wll
deliver, setup, and pickup a VHS video canera for class
vi deo tapings. Media Services can copy VHS vi deotapes to
ot her VHS vi deotapes if sufficient staff and tinme is
avai | abl e.

Medi a Services requires a mnimumof one week to copy cl ass
VHS vi deot apes. Additional tinme may be required depending
on staff availability.

Events

Medi a Services videotapes only a few events. These are
primarily major events such as the Charles W Fornoff Moot
Court Conpetition Finals and the G eat Lakes Water
Conference. Media Services digitizes VHS videotapes and
produces DVDs of events. For nmjor events this may include
use of two video caneras. Wien speakers use Power Poi nt,
Media Services may insert slides digitally onto the DVD

Media Services requires a mninmum of three weeks to produce
event DVDs. Additional tine nay be required dependi ng on
staff availability.

Computer Lab Policies

General Usage Policies

The University of Toledo Coll ege of Law conputer lab is a
cl osed | ab.

The conputer lab is intended primarily for Coll ege of Law
instructional training and individual class-related use. A
patron using a conputer for other purposes may be asked to
defer to a patron needing a conputer for College of Law
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instructional training or individual class-related use.
Certain instructional trainings may take precedence over

i ndi vi dual cl ass-rel ated use.

| ndi vi dual s who are being disruptive will be asked to cease
the disruptive activity or leave the lab. A disruption
occurs when an individual's activities interfere with

anot her person's legitimte use of the conputer |ab.
Service Level Policies

Medi a Services has limted staffing and provi des staffing
in the conputer |ab only when other duties allow

Media Services will fill printer paper and perform conputer
mai nt enance only when other duties allow

Medi a Services will provide polite custoner service in
response to all questions.

Laptop Policies

Laptop policies are under devel opnent.
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