
ITV Instructor’s Responsibilites 
 
ITV means Interactive TV, and is an older term.  Video Conferencing is more conventional, 
however, because of the unique academic environment, we continue to refer to it as ITV. 
 

1. Handouts and Exams: Due to the fact that ITV students are in two different locations, 
Instructors must take special care to make sure that paperwork for classes arrives on time. 
At the present time paperwork for ITV classes in the Alkek Library should be delivered 
to Alkek 145 prior to the scheduled start of classes.  Alkek 145 is only open from 8am 
until 5pm Monday through Friday. Paperwork should be delivered in manila envelopes 
with the Instructor’s name, the class name, the time and date to be delivered to the class 
and the ITV classroom number. Paperwork for the RRHEC campus is to be delivered to 
the RRHEC mailbox in the Texas State Post Office on the first floor of JCK.  The 
RRHEC courier currently arrives at Texas State around 2pm and returns to RRHEC 
between 2:30pm and 3:00pm on Monday through Thursday. The courier arrives at Texas 
State around 10:00am on Fridays.  
 

2. Retrieving Handouts, Assignments and Exams: Paperwork from the Alkek ITV rooms 
is placed in an ITV out box in Alkek 145. Professors or their appointed designees are 
encouraged to pick up the paperwork from Alkek 145 as soon as they can. Due to limited 
staff we will not deliver this paperwork to other campus offices. Paperwork from the 
RRHEC ITV classrooms can be sent back to the RRHEC mailbox in the Texas State Post 
Office at JCK on the next day’s courier. Or the professor can pick it up at the RRHEC 
office the next day. Arrangements need to be made with the RRHEC facilitator as to how 
to handle the retrieval of exams and other paperwork.  We do not send completed Final 
Exams through the campus mail. Final Exams from RRHEC will be sent by courier to the 
Provost’s office, please put the name of the department, name of the instructor, and 
phone number of the department on the envelope. Once Stacey Rodriguez in JCK 1060 
receives the envelope, she calls the department and they send someone to pick up the 
envelope. Completed tests, student evaluations and items of this nature are sent to JCK 
1060.  
 

3. ITV Facilitators Role: Each ITV class at both RRHEC and Texas State will have a 
facilitator present throughout the entire class. The facilitator’s responsibilities include 
dialing into the far site and establishing the videoconference connection. These 
facilitators arrive 30 minutes prior to each scheduled class in order to make the 
connection and test all audio and video signals. The facilitators will be responsible for 
switching the video signals being sent to the far site as well as monitoring and adjusting 
audio signals throughout the class. The facilitators will also pass out handouts, 
assignments and exams if the Instructor is at the other site. The facilitators can act as 
proctors for exams if requested to do so. Instructors and facilitators should maintain an 
active communication as to what media will be sent to the far site throughout the class.  
Please do not ask the ITV facilitator to make copies of papers, or manage a presentation 
for you.  They are primarily there as a technical operator to insure your class stays 
connected.  
 



 
 

4. Talking Etiquette: Our ITV classrooms are equipped with wireless microphones for the 
Instructors and Push-to-Talk microphones on the student desks. These Push-to-Talk 
microphones are only active while the talk button is held down, once the student quits 
pressing the button the microphone is off. The Instructors should set standards for the 
students as to how they want students to respond during classes. Should they raise their 
hands prior to asking questions or should they just ask questions during class with no 
prior recognition? Students are sometimes intimidated with the Push-to-Talk 
microphones and will use that as an excuse for not asking questions or responding to 
questions. The first class day is a good time to have students use the microphones to 
introduce them and get used to having to hold down the button on the microphone when 
talking. The main reason for the Push-to-Talk microphones is to avoid having room noise 
and paper shuffling from being transmitted to the far site if the microphones were always 
on. 
 

5. Using the Document Camera: When using the document camera, notes and handouts 
should be printed in the landscape mode and fonts should be 30 points. Light blue paper 
is preferable to white paper. The document camera can be used to demonstrate three 
dimensional objects or for transmitting images from books, magazines, etc. 

 
 

6. Using the computer: When using the computer for PowerPoint presentations, care 
should be given to the size of fonts as well. A 30 point font is recommended.  Trying to 
display web pages with small font will make the text basically unreadable to students at 
both sites. In order to demonstrate DOS commands the background should be set up as a 
black color and fonts should be either yellow or white. The font size will need to be 
increased as well. 
 

7. Showing Video: Videotapes and DVD’s may also be used in your ITV classes and 
transmitted to the far site. 

 
 

8. Instructor’s Etiquette: When addressing students at the far site the Instructor should try 
and look at the camera in order to make eye contact with the students.  The instructor 
should also remain silent while the student is talking, as there is typically a slight delay in 
the audio.  Take care not to talk over a student and respond too quickly and cut them off. 
 

9. Cancelling a Class:  Whenever a class will not be meeting or will be held at another site 
you must inform both locations so they can be released from duty.  Please inform the ITV 
facilitators when you know, and also email Kevin Huffaker (khuffaker@txstate.edu), 
Veronica Mazuca (vm09@txstate.edu), Dan Henderson (dh46@txstate.edu), Debra Sole 
(ds84@txstate.edu), and Stephen Peacock (sp33@txstate.edu).  

 
 
 



 
 

10. Scheduling Finals:  You must coordinate your plans for your semester finals with our 
staff if they differ from the scheduled use of the room.  Prior to finals please keep us 
informed as to whether your class will be meeting according to the finals schedule, the 
regularly scheduled time or at a different time altogether.  Failure to do this can result in 
rooms being closed or not ready for your class.  If you don’t intend to use the ITV room 
for your finals you will want to make certain we know. 
 

11.  Plan B:  It is possible that a network problem could occur that would keep the two sites 
from communicating with each other since we depend on the Texas State computer 
network for our connectivity to RRHEC. Someone could accidentally sever the 
transmission line between our two sites or another network failure could temporarily 
disrupt our signals. Please have a backup plan in mind. Perhaps class could continue by 
sending assignments to students by email or posted assignments to TRACS . We also 
have the capability of recording the class on DVD so that whatever site you are teaching 
from could continue and then the far site could view the DVD at a later date. This of 
course poses problems for the far site to find the time to view the DVD but it is an option. 

 
 

12. Instructor Movement While Teaching:  While you may stand or sit during your ITV 
presentations, minimize complete change in locations while in front of the camera. Rapid 
movement may cause a “jerky” motion on the screen. Excessive movement will also 
create difficulty for good close-up camera shots. Facial expression will not be transmitted 
to far sites if the camera can’t keep a close-up shot. 
 

13. Appropriate Clothing:  Wear clothing that is appropriate but not distracting. Clothing 
with lapels provides a place to attach a wireless lavaliere microphone and a belt to attach 
the transmitter. Clothing with medium tones, not dark or bright colors, provides a 
pleasing picture. Avoid pinstriped and red, yellow and white clothing. Bright jewelry and 
necklaces can cause reflections and may create unnecessary microphone noise.   

 
 

14. Your Challenge:  Watching a television is a passive experience for the student. Your 
challenge is to make the experience an active one. This can be accomplished by 
incorporating learning activities involving students interacting with one another such as 
role-playing and group discussions. 

 
If at any time you have trouble or a suggestion related to the ITV experience I invite you to let 
any of our staff know, or you can contact me at khuffaker@txstate.edu, 245-8992, or stop by my 
office in Alkek 114. 


