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Faculty Lecture Capture Guidelines

Category 2: Faculty who Intend to Reuse Recordings

If Faculty intend to reuse recordings where the image, voice or materials of students are captured, Faculty are
required to obtain authorization to do so via the Instructional Lecture Capture Release form. Please note that this
form includes form fields that must be completed. Hard copy, electronic of .pdf signature are all acceptable. The
recordings may be reused as long as the authorization is accessible. Please note that Faculty may not
redistribute the recordings to others (YouTube or other sites) not currently enrolled in a Towson University course
or affiliated with the university. To meet this requirement, students must gain access via the Blackboard course
site or authenticate using secure credentials. Additionally, the recordings are to be used for academic purposes
only.

Faculty are required to inform students of their intentions to record and/or reuse instructional interactions before
the actual recordings commence. Please note that if Faculty intend to capture documents created by their
students Faculty




Faculty Lecture Capture Guidelines

3. If students are required to present as part of class participation, pause the recorder when students who opt
out are presenting.

4. Avoid recording private conversations between yourself and students.

Recordings Created by Students

Faculty who intend to have students record presentations for instructional purposes should take precautions to
ensure that the folders containing student recordings remain private and unavailable to the public. If the
recording(s) are to be shared with others, the permission of the student must be obtained via the release form.
However, if the recording is to be shared within the registered Blackboard course site for the section in which the
student is enrolled, the student is not required to complete the release form.

Process for Obtaining and Maintaining Student Releases

1. As the instructor, you are responsible for maintaining these records. For legal purposes, Instructors should
retain a copy of the release form for a total of three years after the last time the recording is viewed.

2. Faculty are to distribute the link to the form to students via their Blackboard course site if their intended use
falls into Category 2.

3. Please note that this form includes form




