For faculty members who need to have their classroom observation recorded, please follow the
instructions below. If you have any questions, please do not hesitate to contact mkfa@gmu.edu.

1. You can either drop by the IT office on the 2" floor or complete and submit the ITS request form to

request the equipment needed for recording your class. Please refer to the screenshot below for
reference. Once your request has been submitted, the MK ITS team will contact you to confirm the date
and availability.
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2. On the date of your classroom observation, MK ITS will set up the recording equipment in your
classroom. Please note that the start bottom of the camcorder should be pressed either by the faculty
themselves or by students sitting near the camcorder just before the class begins.

3. Once your class is finished, please ensure to stop the recording and return all equipment to MK ITS.

4. After you have returned the equipment, the MK ITS will compress the recording file and share a
compressed version with you via OneDrive.

5. Once you have received the recorded file from MK ITS, you can share it with your program
coordinator, or your observer as needed for the evaluation.
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