
Recording Educational Activity:   

Briefing for External Visitors   
 

Mediasite 

Mediasite is the University’s centrally supported enterprise video platform used for the 

creation, editing, publishing and management of rich media content. From September 2015, 

your presentation(s) will be recorded (audio and slide content only) using Mediasite and 

replayed via Blackboard, our virtual learning environment. This enables students to review and 

re-listen, with the aim of enriching their learning experience.  

Consent  

Your advance consent is required to record your lecture. You can grant consent by filling out 

the University’s visitor consent form. Please do not be put off by the legalistic wording 

contained within the form, it just ensures the University has obtained suitable permission from 

you to make and store the recording. The recording will only be used for the purpose of those 

students taking that unit to review. The form is available at the following link: 

http://bristel.cfme.org.uk/wp-content/uploads/2016/02/visitor.docx 

 

Please be aware that express consent to be recorded is required from all those involved in the 

presentation; this includes use of sensitive data that may be present when notice of recording 

is not sufficient. Electronic signatures are acceptable but this will be reviewed by the University 

in due course. You will only need to complete this form once per academic year. Existing 

honorary staff will need to complete this form, however this will be part of the contract for 

new honorary staff.  

If you choose not to consent: Once the red recording light is showing, hold the red button down 

for 5 seconds to stop the recording before beginning your teaching session.  

The recording process 

Your recording is being undertaken as part of an automated capture schedule. Recording will 

automatically start two minutes before the hour and stop at five minutes before the scheduled 

end. For example the recording of a one hour lecture scheduled for 14:00 will start at 13:58 

and end at 14:55. There is no need for you to do anything in order to make sure the lecture is 

captured, you should simply begin your presentation once the red recording light (button) on 

the lectern comes on and rest assured that your content will be recorded. A student Recording 

Support Assistant may be on hand to help explain any further details to you. Once the 

recording of the session has ended, the final result may be edited. If no changes need to be 

made, it will be automatically available to students via Blackboard within two working days.  

http://bristel.cfme.org.uk/wp-content/uploads/2016/02/visitor.docx


Your presentation 

 Always wear the lapel microphone as lectern microphones are not linked to Mediasite. 

Please remember to put the microphone on charge at the end of the lecture.  

 

 Scheduled recordings will start and stop automatically. The red recording light on the 

lectern will come on when the recording starts and go off when it ends. 

 

 If you wish to PAUSE a recording for any reason (e.g. you are showing sensitive personal 

information), push the red recording button for no more than 2 seconds. The red 

recording light will pulse slowly to indicate this.  

To resume recording, push and hold again for no more than 2 seconds. The red light 

should turn solid to indicate you are live again.  

If you wish to STOP and FINISH a recording, hold the red button down for 5 seconds. 

 

 You will have to repeat questions asked by students if you want them to be heard on the 

recording  

Safe keeping  

All recordings will be password protected and accessible via Blackboard. The recordings will 

only be accessible by students registered on the relevant unit or University staff who have 

authorised access, such as unit heads and system administrators. 


