
ITC HOURS
Monday 8:30am-6:00pm 

Tuesday 8:30am-6:00pm 

Wednesday 8:30am-6:00pm 

Thursday 8:30am-6:00pm 

Friday 8:30am-4:00pm



Check-out days for Fall 2022: September 5th – November 21st

Check-out dates for Spring 2023: January 8th – March 8th

Length = 15 business days* Unless you are a part of the following 
majors: (Elementary PESH, Visual Arts, Performing Arts, and Music 
students), you will have 30 calendar days.

 15 Business Days Example: Checkout September 7th items will be due 
back September 28th.

 **Please note: all equipment will need to be returned by March 13th even if 
you haven't met your 15 business days.**

You are only allowed to check out edTPA equipment
once during this period due to high demand

 Unless you receive permissions from the Director of the ITC and 
your Supervisor



Procedures

 You MUST use SignUp Genius to reserve equipment
  EdTPA SignUpGenius

 You may sign up for one slot at a time. Multiple slots will 
be deleted.

If you do not pick up your equipment on the reserved date, you

will have 3 business days before it’s re-shelved and you need to
sign up for a new date.

 Please bring your Student ID and make sure to have your 
WU number handy

 Prepare for check-in and check-out to take 15-30 minutes

https://www.signupgenius.com/go/409054CA9AA2FA1F85-fall5#/


Check-out 
process

 Equipment – tripod, camera set, and microphone set
 ADDITIONAL item = SD card

 Initial off for EACH item on table



Check-out 
process (cont.)

 Polices

 LATE FEES
 $25 a day – does accrue over weekends
 Due back before the ITC closes on its due date

 Late equipment fees, damaged equipment fees, and 
missing equipment fees must be paid in order to 
graduate



Check-in 
process

 Paperwork

 Equipment – tripod, camera set, and microphone set
 ADDITIONAL = SD card

 If ITC staff notices any missing or damaged equipment
that was not noted on your checkout form, you will be
charged on your student account for this

 This is why both student and staff sign for both check-in and
check-out



PLANNING 
AHEAD  Given all this information, please PLAN AHEAD

 Talk with your host teacher – plan at the beginning for 
a time to record later

 Try to not plan for the very end – equipment may not 
be available

 Pick up your equipment a few days before you are 
recording – not the day before/day of



Additional 
Resources

How-To Equipment Tutorial
Camcorder
Tripod
Microphone

https://drive.google.com/drive/folders/1VUqQG_EeLrQFAWXjmCd17mYnYz1OhdIZ?usp=sharing
https://drive.google.com/file/d/1LfwjnaAWwNFn2_xX9CK9fUD6IslKY63S/view?usp=sharing
https://drive.google.com/file/d/1ORd0J3SQbf2TwU3XgJsVl64wHdWZehP9/view?usp=sharing
https://drive.google.com/file/d/1GYSiGOzEDRyKBGhoG2H3xqcdKNnXDN66/view?usp=sharing


Additional 
Resources






