FAQs V09

Frequently Asked Questions (FAQs) on Lecture Capture

Introduction

This document is primarily intended to provide UEA staff with more information about
the use of lecture capture technology. It accompanies the UEA Lecture Capture Policy
which outlines the university policy for lecture capture for educational purposes.

There are 4 main sections in the document. Section 1 provides background context to
the use of lecture capture technology at UEA. Section 2 ‘Staff making recordings’, and
Section 3 ‘Students making recordings’ reflect the fact that both staff and students can
make recordings of lectures (and other types of teaching and learning event) and clarify
information that is specific to those two scenarios. Section 4 ‘“Technical guidance’
provides additional guidance on how to use practices like ‘selective recording’, which is
mentioned in the policy and the FAQs.

1. Background

UEA has an institutional capture technology system called ECHO360. This is designed
to capture recordings and also live stream in our physical teaching spaces. There is
also a personal version of ECHO360 software called ‘Universal Capture’ which can be
downloaded from the UEA catalogue onto either your UEA device and/or your own
device. This can be used to create screencasts and also live stream and record
synchronous sessions. Each member of staff has access to their own ECHO360 library
where you can curate your content.

Other available recording software for screencasts include Microsoft Teams and
Blackboard Collaborate for recording synchronous sessions. Blackboard Collaborate
recordings can be stored on Blackboard, or they can be uploaded to your ECHO360
library. MS Teams also allows for sessions to be recorded. The default location for
Teams recordings is OneDrive, but the file can be uploaded to the ECHO360 library.

If you have had approval to use Zoom for teaching, then ECHO360 has a Zoom
integration which means that Zoom recordings can be saved automatically to your
ECHO360 library.


https://www.uea.ac.uk/documents/37663/0/Lecture+Capture+for+Education+Purposes+0723.pdf/25390c8b-ad4f-e2e6-7378-adbef095c18f?t=1689766862506
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1.1. Why did the policy become opt-out and who made the
decision?

We stated that we would review the position from opt-in to opt-out when the new
timetable software was in place. The opt-out policy allows more students to have
the advantage of recordings and this is in-line with the UEA Inclusive Education
Policy. This was taken to the University Learning and Teaching Committee and
subsequently to Senate and Council and the policy approved. The team undertook
discussion with University and College Union (UCU) and discussed the change of
policy at School Teaching Execs and also Faculty of Learning and Teaching Quality
Committees (FLTQCs).

2. Staff making recordings

This section provides frequently asked questions and answers in relation to UEA
members of staff making recordings of lectures, and other ‘non-lecture’ teaching and
learning events they are leading.

2.1. Dol have to record my lectures and how do | opt-out?

Lectures only will be scheduled to record automatically and you can opt-out in any
of these three ways:

1. Stop the recording using the lectern PC. Instructions are provided in each room.

2. Allow recording to proceed but do not make the recording available to students
and delete the recording from your ECHOS3G60 library.

3. Use selective recording to record parts of a lecture (or other type of session) but
opt-out of recording other parts. See ‘Section 4: Technical guidance’ of this
document for more guidance on selective recording strategies.

2.2. Dol need to get permission to opt-out?
No, we are not asking for you to obtain permission or fill out a form to opt-out of
recording.


https://www.uea.ac.uk/about/university-information/governance/policies-and-regulations/general-regulations/inclusive-education-policy
https://www.uea.ac.uk/about/university-information/governance/policies-and-regulations/general-regulations/inclusive-education-policy
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2.3. How about recording teaching and learning events other than
lectures?

You can record non-lecture events (e.g. seminars) if you wish. The policy
recognises that not all teaching and learning events may be deemed suitable for
recording. If parts of a session are deemed suitable for recording but other parts
aren’t, you could use selective recording strategies (e.g. pause a recording and
restart — see ‘Section 4 Technical guidance’ for more information). In some specific
contexts, selective recording may not be applicable: for instance, if recording a non-
lecture event in its entirety is essential for achieving learning outcomes on specific
courses and/or mandated by an external regulatory body (e.g. medicine and/or
nursing within FMH and social work and/or education within SSF). In those
contexts, students will need to have signed the recording agreement task (given to
them as a registration task on e-vision) to grant permission to be recorded.

Whilst you can choose to record non-lecture events, unlike lectures they will not be
scheduled to record automatically by default. So, if you want to record you can
either start the recording ‘manually’, or you can opt-in to have non-lecture teaching
and learning events added to the schedule of automatic recordings. To opt-in for
recording seminars, please use one of the links below to a Microsoft Form. You can
choose whether you want multiple events automatically recorded across a module,
or just a single event:

a. Microsoft Form to Schedule Lecture Capture for a Whole Module.

b. Microsoft Form to Schedule Lecture Capture for a Single Event.

2.4. How can | access additional training, guidance and support
around lecture capture?

The Centre for Technology Enhanced Learning (CTEL) provides some training for
lecture capture using Echo360 on an ad-hoc basis, subject to demand. To request a
specific training session, please complete this short Microsoft Form to request
CTEL training. You can also join the lecture capture community of practice (click the
link for more information).



https://forms.office.com/pages/responsepage.aspx?id=lYdfxj26UUOKBwhl5djwkG-YYLpj1_lIqKmOZCRztSJUQlVFWE9WMU1JM0c5MFhZOVBOT1lHUDZXOS4u
https://forms.office.com/pages/responsepage.aspx?id=lYdfxj26UUOKBwhl5djwkG-YYLpj1_lIqKmOZCRztSJUNzhNMURUV0NRTU1QWTNMSzNDRUtMMEZRNS4u
https://forms.office.com/Pages/ResponsePage.aspx?id=lYdfxj26UUOKBwhl5djwkJGMAVbRW-9Av2f1EyzmLNFUQTNOTjlNNkVTMVdFMDUwME9QNDNNUlZZQiQlQCNjPTEkJUAjdD1n
https://forms.office.com/Pages/ResponsePage.aspx?id=lYdfxj26UUOKBwhl5djwkJGMAVbRW-9Av2f1EyzmLNFUQTNOTjlNNkVTMVdFMDUwME9QNDNNUlZZQiQlQCNjPTEkJUAjdD1n
https://sway.office.com/hlp5Ve5rCIMkYkEx?ref=Link
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2.5. | am unsure if | want to opt-out or not, where do | go for
advice?

If you want more advice and support about your decision, there are a number of
options available to you. You can speak to your Director of Teaching and Learning,
or your digital champion, you could get in touch with the Director of the Centre for
Higher Education, Research Practice, Policy and Scholarship (CHERPPS)
(Professor Fabio Arico) or speak to colleagues in CTEL. You can also join the
lecture capture community of practice (click the link for more information).

2.6. Dol retain my moral and performance rights?

Yes, you retain both performance and moral (authorship) rights over your recorded
lecture material. By making the recording available to students you agree that UEA
may use your performance rights for the sole purpose of creating lecture capture
resources from taught sessions for the duration that recordings are retained by UEA
(see below). Lecturers who wish to be identified as the author can do so as part of
the recording, for example on an introduction slide or at the beginning of an audio
recording. UEA still owns the copyright on Course Materials, including lecture
materials, recording transcripts, and the recordings themselves. As you retain your
performance and moral/authorship rights, you may still re-use the material for other
purposes e.g. teaching at another institution or as part of other publications, without
having to notify or seek permission from UEA.

The Lecture Capture Policy makes it clear that UEA will not use recordings as an
alternative to teaching session (for example in the event of staff absence or
industrial action). The only exception is for Sars-CoV-2 or other pandemic
scenarios.

2.7. Why does UEA own the copyright in Course Materials
including lecture recordings?

This is a matter governed by law and therefore part of your contract which you
signed with UEA (or the terms and conditions you accepted when you started
working for UEA). The Patents Act 1977 and the Copyright, Designs and Patent Act
1988 state that when intellectual property (IP) is created in the course of an
employee’s normal or specifically assigned duties, the IP is owned by the employing
organisation. As a member of staff contracted to produce teaching materials, these
are created as part of your job. To enable the University to deliver the best learning


https://sway.office.com/hlp5Ve5rCIMkYkEx?ref=Link
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experience with a high level of course continuity, UEA asserts its legal right to
ownership of all Course Materials. UEA does not, however, assert legal ownership
over academic articles and (text-)books. If Course Material ownership is infringed by
a third party, then, as the copyright owner, UEA will pursue these infringements.
More details on Course Materials can be found in the UEA IP Reqgulations.

As stated above while UEA owns the copyright on Course Materials you may still re-
use the material for other purposes (e.g. teaching elsewhere or as part of other
publications) without having to notify or seek permission from UEA.

2.8. Should third party material | use in my lectures be copyright
free?

You should ensure that you have permission to use all third-party content in your
teaching material. You will find that some material that you use can be used for
teaching purposes, that it is covered under ‘creative commons’ or that it is
considered ‘fair dealing’. Here is more information on copyright for teaching
materials. Because the University owns the copyright of Course Materials, should
there be a copyright issue it is the University who is liable and not you as an
individual.

During the pandemic there have been some instances, e.qg. film screenings where a
different route has had to be taken to allow material to be used.

2.9. My Course Material has been found on a third-party platform,
what should | do?

If you, or a colleague finds that your course material has been reproduced onto a
third-party platform without authorisation, then UEA will pursue the infringement and
provide support for the affected staff member. Please contact ipadmin@uea.ac.uk.

2.10. Do we need to obtain consent from students to record
lectures?

No, we have a privacy notice and recording is viewed as Public Task under GDPR.
However, if recordings of student discussion need to take place to achieve specific
learning outcomes on specific courses (e.g. within FMH and SSF) then the students


https://www.uea.ac.uk/about/university-information/governance/policies-and-regulations/general-regulations/intellectual-property-regulations
https://my.uea.ac.uk/departments/information-compliance/copyright/staff/copyright-for-teaching-materials
https://my.uea.ac.uk/departments/information-compliance/copyright/staff/copyright-for-teaching-materials
mailto:ipadmin@uea.ac.uk
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need to sign the recording agreement task which is on e-vision and available to
complete on registration.

2.11. Can students opt-out of being recorded?

The policy says that ‘Students can opt out of recording’, meaning that individual
students can opt out of being recorded. Sections 4.5. and 4.6 of the lecture capture
policy explains more about this.

2.12. Have data protection issues for staff and students been
considered?

Yes, there is a data protection impact assessment, which is kept up to date. There
is a privacy notice which is reviewed on a regular basis.

3. Students making recordings

3.1. Are students allowed to make their own personal recordings?

UEA considers recording to be an inclusive practice and an anticipatory adjustment
for disabled students in accordance with the Equality Act (2010). Therefore, all
students can make their own recordings for personal educational use without
requiring an individual reasonable adjustment, including students who are not
disabled. Section 7.3. of the policy explains what individual students are responsible
for in relation to making, using and managing personal recordings. Recordings
made by students should exist only for the duration of their registration at UEA. The
student owns the copyright of the recording, but not of the content within it. It is an
academic offence for a student to edit or share with third parties UEA teaching
materials in any way, whether in part or in whole, including on online platforms of
any kind. This is stated in General Regulations section 16. Staff may wish to
remind students about ‘responsible recording’ practices in advance of a
course/teaching and learning event.



https://www.uea.ac.uk/about/university-information/statutory-and-legal/data-protection
https://www.uea.ac.uk/about/university-information/governance/policies-and-regulations/general-regulations/students
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3.2. Should students seek permission before they make a
recording?

No, students do not need permission before making a recording. However, the
policy directs that students who are making personal recordings of sessions that
include an active learning approach should inform the session leader that they
intend to make a personal recording of the session. The session leader should then
inform the group that a participant is making a personal recording.

To avoid every student needing to inform of their intent to record for every session
with active learning components, session leaders may consider working from a
position of assuming that student recordings are taking place and addressing this
with the group at the start of a module or activity series.

4. Technical guidance

4.1. The policy mentions ‘selective recording’. What is this?

Selective recording is an inclusive approach which means recording some parts of a
lecture (or other type of session) but potentially not other parts. It gives participants
the 3 options below for contributing comments without being recorded speaking if
they wish to (options 1 and 2 require using a text-based platform — e.g. a chat
thread in Bb Collaborate or a simple Microsoft Form — which is an inclusive practice
anyway regardless of whether recording is used):

1. A participant types a comment in the chat thread and asks the session facilitator
to read it aloud into the recording.

2. A participant wants to make a comment anonymously, so types it into an
anonymous backchannel (e.g. a link to a simple Microsoft Form with an open
text box that the facilitator gives to participants). The facilitator sees it and reads
it aloud to the group and into the recording (provided it is deemed appropriate).

3. A participant wants to speak verbally, rather than type a comment, so asks for
recording to be temporarily paused or stopped. The participant speaks and then
recording resumes.

For more guidance here is a 2-minute video introduction to Selective Recording.



https://sway.office.com/IXXTgCXB6VGC3Rrm?ref=Link
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4.2. Do | need to make a scheduled recording available to
students?

Yes, you need to make the recording available to students from your ECHO360
library, unless you have decided to opt-out.

4.3. Do students see a recording immediately?

No, the recording has to be made available to the students. You do this by going
into your ECHO360 library. Here is self-access training for using Echo360. It is good
practice to tell students when they can expect to see a recording. The policy does
not specify a timeframe as this will be dependent on lecturer workload. A module
organiser should not make a recording available without asking permission from the
person who made the recording.

4.4. Where does a recording go after it has finished?

Your recording will be available to view in your ECHO360 library, you will then need
to make the recording available to students. This will then appear in the relevant
Blackboard module site, only students and other instructors enrolled on that module
will be able to see the content.

4.5. Someone else’s recording has appeared in my library, what
should | do?

If you see a recording in your library which is not yours, please raise a ticket, the
link to do this is here. A decision can then be made to either transfer the recording
to the correct library, or it can be deleted. Incorrect recordings will only appear in
your library if there have been last minute room changes which impact the
scheduling. ITCS have launched the IT Service Portal where “Lecture Capture” will
be a specific service and staff can raise tickets against the service which will then
be automated and assigned to the correct team immediately.


https://my.uea.ac.uk/departments/learning-technology/new-ways-to-deliver/remote-teaching/student/echo360
https://itsupport.uea.ac.uk/CherwellPortal/UEAITServices?_=31a88358#0
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4.6. The recording light went on in a room where | was teaching,
but | want to opt-out of lecture capture, what should | do?

You can either stop the recording by accessing the software on the PC lectern, or
you can delete the recording from your library afterwards. Recordings are not
automatically made available to students. To learn how to stop or pause a recording
click here. Information on how to stop a recording is also in each room.

4.7. |do not want to opt-out, but the recording light did not turn
red to indicate that the recording has started, what do | do?

In this situation you can start the recording yourself using the software on the PC
lectern. The training on how to do this is here.

4.8. Something went wrong with my recording, what should | do?

If your recording does not appear in your library, or there has been an issue with it,
please raise a ticket, the link to do this is here.

4.9. My lecture recording failed? Do | need to re-record it?

No, it is understood in the policy that technical issues can arise, and that not all
teaching will be recorded. You could use a previous recording that you have made,
if one is available and it is still current, but this is a suggestion and not an
expectation.

4.10. There was an issue in the room with recording, what should |
do?

ITCS manage an IT Service Portal where “Lecture Capture” is a specific service and
staff can raise tickets against the service which will then be automated and
assigned to the correct team immediately. The link to do this is here.


https://itsupport.uea.ac.uk/CherwellPortal/UEAITServices?_=31a88358#0
https://itsupport.uea.ac.uk/CherwellPortal/UEAITServices?_=31a88358#0
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4.11. A student has asked that their recorded contribution to a
lecture be removed from all recordings, even those made by
another student, what should | do?

In the case of staff recordings, sections 4.5 and 4.6 of the policy explain how and
when student contributions can be removed from staff recordings.

In the case of student personal recordings, a student is free to request that their
recorded contribution be removed from personal recordings made by other
students. However, all students are free to acknowledge and act upon the request
or not, and there is no expectation on staff to monitor this. The limitations of
removing contributions from personal student recordings should be highlighted by
session leaders to students when other information around lecture capture and
personal recording is provided.

4.12. Can students download the content?

No, students are not allowed to download content. Staff however can download
content and curate their material. If you have made a recording on Blackboard
Collaborate and you do not want students to be able to download the recording, the
following should be done: add the recording to your ECHO360 library; make it
available to students on your module through this route; and delete the recording
from Collaborate. Staff who do not wish for their content to be downloaded should
deselect this option in ECHO360 or Collaborate.

4.13. How long are recordings kept?

As per the Lecture Capture Policy recordings are kept for two years on the
ECHO360 platform. We are currently working with ECHO360 on the process for
removal, but an automatic process is not yet in place. Staff can remove their own
content from their ECHO360 library and curate it locally if they wish to keep specific
recordings. Staff should be mindful of recordings kept on Blackboard through
Blackboard Collaborate, these recordings can be uploaded to the ECHO360 library.
For content on Planet e-stream, staff need to curate their own material. We are
working with our current providers to establish the removal process. Staff should be
aware that this will take time to establish, thus if an individual is concerned, then the
most appropriate place to keep recorded content is the ECHO360 library.

10
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4.14. Can staff edit their recordings?

Yes, there is an editing function for material recorded using ECHO360. If you need
to edit Blackboard Collaborate recordings, you can upload them to your ECHO360
library and edit from there. It is not expected that recordings are edited.

4.15. Do guest lecturers on modules, guest speakers in a research
seminar series and guest speakers for large events such as
the literary festival need to provide consent for recording?

Yes, for guest lecturers and speakers who are happy to opt-in for recordings should
provide consent. Please use this Microsoft Release Form for Open Guest Speaker
to gain consent.

4.16. Are staff recordings removed if | leave the University?

Recordings will be removed when the students you created the material for have
completed their degree, or after 2 years, whichever is the shorter time frame. We
do not yet have an automated process for deleting recordings from our platforms,
ECHO360, Blackboard Collaborate or Planet E-Stream, thus the individual staff
member must curate their content. For recordings which must be kept as students
are still completing their courses, then CTEL will remove the content from the
platforms when appropriate. Students must delete their personal recordings within
the same time frame as would apply to staff.

4.17. Do | need to provide closed captions and a transcript for my
recordings?

Yes, where possible. Regulations on the accessibility of websites and mobile
application came into force in 2018, namely the Public Sector Bodies [Websites and
Mobile Applications] Accessibility Regulations (PSBAR) which align to the Web
Content Accessibility Guidelines (WCAG) 2.1, and future versions, AA standard. We
must use transcriptions and closed captions for captured video content wherever
possible, as these are core accessibility requirements in the PSBAR regulations.
UEA'’s Inclusive Education Policy also highlights the importance of accessible
materials. You can access ongoing training, guidance and support on enhancing
your accessibility/inclusive practice from the UEA Inclusivity Network (IN) and the

11


https://forms.office.com/Pages/ResponsePage.aspx?id=lYdfxj26UUOKBwhl5djwkHAowyRetIlPsA-h4EyFerxUMEY0Q0w3WEVLRTNZNUpONTJRT1ExMFgzSSQlQCN0PWcu&wdLOR=cC16F9243-57AE-B44F-B450-18575553CBB5
https://sway.office.com/hwOoGGh2Wdr8vKS7?ref=Link
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Inclusivity Network’s ‘IN one’ resource toolkit. ECHO360 provides a transcription
service which you an access through your ECHO360 library. Blackboard
Collaborate does not currently provide a transcription service. However, to obtain a
transcript you can upload your Blackboard Collaborate recordings into your
ECHO360 library.

The provided transcription services have varying levels of accuracy and the Lecture
Capture Policy recognises technological failure. It is also recognised that editing
transcription has workload implications and that this will be appropriately reflected in
workload allocation processes.

UEA also has a license for Caption.Ed. This software solution is a browser plug-in
which will provide real-time subtitles and a downloadable transcript for you. This is
more accurate than the service provided through ECHO360. The transcript can then
be added to content in your ECHO360 library. Staff and students can access
Caption.Ed through an opt-in basis. For more information about getting an account
and training to the use of Caption.Ed, please visit the Caption.Ed information page.

12


https://sway.office.com/NQ58yyiAQTNdK4T7?ref=Link
https://my.uea.ac.uk/departments/learning-technology/technologies/captioned
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