I want to record a lecture in the TV studio, and have my students at other locations watch it live.
Great!!
And probably the most striking aspect of this style of production is the intimacy and immediacy!

But don’t just think “traditional lecture with powerpoints” because you can do that in USQ lecture theatres and use Camtasia Relay as the recording and delivery tool.

What we’re talking here is a special presentation – perhaps you’ve arranged for a guest speaker to talk to your students or conduct a “hands-on” workshop.  Maybe you need to show the students a process that is difficult to repeat year after year, perhaps a debate or forum, or it’s just that you want to interview someone special.
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Media Services encourages USQ faculties and sections to use the DeC television studio facilities to record and web-stream (both live and on-demand) forums, debates, guest lectures, in-service activity and information sharing sessions.
The DeC TV studio facility can accommodate groups of up to eighty-five participants (fire regulation limit) in tiered, flat-floor or workshop-style seating, and with a lounge chair set or lectern for guests if required. 
Powerpoint projection equipment and an internet connection are also available. 
A live web-stream to any location worldwide via a previously advertised URL is also provided and a dedicated USQ email address directly to the TV studio are also available. 
Presently however, Media Services cannot bring voice/vision from remote locations back to the studio - past users have used the e-mail address as the remote communication tool. 

So what should I do?
Plan!

To ensure a successful live-broadcast, the following points should be considered when planning:
Remember that this is usually a live broadcast and that the advertised starting time must be adhered to – as your web viewers are expecting you to start at the advertised time. Our suggestion is that the broadcast starts at five minutes past the hour to allow the audience to arrive and be seated. Thirty to sixty minutes is an ideal length for a presentation, and due to TV studio demand, presentations cannot be longer than sixty minutes, unless by prior arrangement.
Ahead of the broadcast, time must be made for guests to be made broadcast-ready - i.e. have microphones attached and checked, and be briefed on microphone and camera etiquette, and where to stand/sit/walk to present. Presenting guests will need to be in the studio fifteen minutes before the broadcast starts to be made broadcast-ready.
How does my audience get the show? 
Advertise to your audience the URL (i.e. the link that will connect your audience to the live web-stream), well in advance of the broadcast:- 

The URL will always be: mms://WinMedia.usq.edu.au/y202
When you advise your audience of this URL, include this important information:

Instruction:
This video file will stream using the Windows Media player, and will play over a broadband (or better) connection. To access the video-file, copy and paste the link into the address bar of a blank web-browser page, and press ‘enter’.

Note that some users (eg. Queensland Health) have reported that their institutional ICT policies do not allow streaming-video content. Please check with your local systems administrator if you are unable to connect to this streamed-video presentation.

If you wish to use e-mail for questions/comments, advertise the dedicated TV studio e-mail address which is: deccast@usq.edu.au when you circulate the URL.

Audience members can e-mail the studio direct and possibly have their questions/comments read out and answered live.
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What about the legal obligations?
If you are inviting non-USQ people to the presentation (as either presenters or audience), these guests/audience are required to give their written approval to be recorded and/or broadcast. A standard permission form is available from Media Services and can be sent to you ahead of the recording session, or can be filled out before the broadcast commences.  
In the event of a large non-USQ group, a sign at the studio door advising patrons that the session is being recorded will suffice. People who wish to attend, but do not wish to be recorded can be seated behind cameras – given that they don’t speak! 

So, 
Before the broadcast starts both you (as the organizer) and the Media Services TV studio floor-manager is given an opportunity to address the audience to discuss the following:-

· The flow of the presentation, and how the broadcast will start and end.

· Seating and standing positions for presenters.

· Microphone etiquette. Note that all studio microphones are for recording purposes and not studio amplification.

· Late arrivals will be seated off-camera and ushered to their seats at a logical time during the presentation e.g. during the change of speakers or upon the invitation of the emcee.

· Mobile phones are switched off.

If you intend inviting the broadcast/print media to the event, advise them that shots/photos can be taken during the broadcast and interviews be done AFTER the USQ broadcast finishes - NOT BEFORE.

A clock will be in view in the studio to assist the presenter/s keep to time.

In a moderated debate, we suggest that the emcee follow the set agenda - as Media Services staff set cameras, graphic overlays and microphone placement according to the agenda. Unscripted variations will cause confusion and may result in an unprofessional broadcast.

Finally, the finish time is strict - presentations cannot run overtime as you have advertised a specific finish time.
And,

With a short space of time you will receive an email from Media Services advising you of the weblink to the studio video presentation.  You can embed this link in your studydesk for any students who may have missed the live webstream, or for review purposes.

For further information, contact:

Jeffrey Black

blackj@usq.edu.au
