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ZFP004 Guidance for recording teaching sessions on Zoom 2021/22 

Zoom offers significant potential for the recording of sessions delivered in the platform. With the 

current Trust-wide implementation of the service, the process below describes how you can create and 

distribute these recordings to your students yourself. 

If you intend to keep your recording, perhaps as part of a reusable lecture series, please contact 

telsupport@tavi-port.nhs.uk first to discuss resources and needs. 

Capturing and distributing off-the-cuff recordings 

You may want to share a recording with a student who was unable to attend a Zoom session or with the 

whole student group to go over the material.  

As this process uses an open and free platform, it must not be used for confidential recordings. Support 

for managing confidential recordings should be directed to IT Services.   

You will need the email addresses of your students for this process.  

1. As Host, lick on the Record option on the 
toolbar. This will record the file to your local 
drive.   

At the end of the session, click Stop 
Recording or simply close the meeting.  

 

2.  Zoom will start converting the recording. This 
will take a few minutes.  

 

3.  Once the conversion process has finished, go 
to My Documents/Zoom (on a Windows 
device) and locate the time and date of 
session.  

Mac users will need to locate the Zoom 
directory. 

 

4.  The folder will contain several files. These are 
always named the same way: 

audio_only.m4a: this is an audio file (like an 
MP3) and can be uploaded directly to 
Moodle. 
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playback.m3u: a reference file that can be 
ignored.  

Zoom_0.mp4: this is the full video file. 

5.  Before sending the video file, take the time to 
rename it. All Zoom video files have the same 
name at the point of recording so it might get 
confusing otherwise.  

 

6. Go to www.wetransfer.com and follow the 
procedure for uploading your recording and 
emailing the link to your students.  

They will have 7 days to download the video 
file before the link expires.  

There is a 2GB file size restriction on this free 
service. To give you an idea, a 60-minute 
video should be less than 1GB.  

 

 

Things to note 

• Moodle is unable to host video files because they are too large. However, it can host the audio 

file as these are far smaller. 

• TEL is unable to accept off-the-cuff recordings from staff to then stream into Moodle. Off-the-

cuff recordings would include a seminar session for an absent student. Please use the process 

described above to distribute to your students.  

• With advance notice, TEL can help with the creation of digital resources that will be used in 

future runs of a course.  
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