
11/2/2005  1  
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 at Salem State College 

A Faculty Guide 
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Instructional M edia Center  

Summer 2005 
 

This guide is meant to help faculty understand what is available to them in support of 
teaching with technology. We have tech classroom designations (Level 1,2,3, and 4), 
that describe equipment that is permanently installed and ready to use. Also listed are 
persons and places that are able to train you, provide other  equipment, and help you 
use technology in the classroom.  
 
The SSC  IT Department will provide you with all help related to computer software 
and hardware issues. Please contact their help line at extension 2036. 
 
Many computer labs that have been equipped with permanently mounted data 
projectors, screens, and other presentation equipment. Contact Wendy Keiver, 
Computer Lab Coordinator, x6871 for more information, or go to the IT User Support 
Web site: http://www.salemstate.edu/usersupport/US-reserve_lab.php. There you will 
find detailed information, and can reserve a computer lab online for use by your class. 
 
 
 
I . Room and Equipment  Descriptions 

 
 

 Basic Tech Ready Classroom  Equipment Contents (Most Classrooms at 
SSC) 

o VHS VCR present in all rooms 
o 27” Television in all rooms 
o Overhead Projector in all rooms 
o Pull-Down Wall Screen in all rooms 
o Campus Network (May need to call IT Helpline, x2036, to activate) 
o Secured metal cart 
o Assistance/ lamp replacements via Media Services x6724, and Media 

Engineering x6721 
o DVD players  

O’Keefe Center:  102, 109,  213, 214, 220, 224, 225 
Sullivan Building: 105A, 106, 201, 204, 206, 207A, SB207B, 307 
Meier Hall: 120, 218, 222, 302, 346, 444, 539 
Harrington Building: 112, 113, 201, 205, 210 212 
Academic Building: 105 
Campus Center (2 rolling carts) 
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 Level 1 Technology Classroom Equipment Contents 
 

o Custom Built Lectern/Podium 
o Media Link, Push-Button Instructor/Equipment Interface 
o Ceiling Mounted Data Projector 
o Motorized Ceiling Mounted Screen  
o Ceiling Mounted Speakers 
o Level 1  

Technology Classroom  
(Continued) 

o VCR 
o DVD player 
o PC/Laptop Connection 
o *Faculty need to bring a computer-none in podium 

 
 

 
 
 Leve1 1 Current Locations(*Equipment may vary by location) 

 
o Sullivan Building 

 302, 206, 105, 106, 109C  
o *Scheduled for Summer 05   

  SB301 
o Meier Hall: 

 120, 346, 222 
o *Scheduled for Summer 05   

 MH235/237/239 
o Harrington Building 

 126, 127, 205 
o O’Keefe Center 

 213 
 
 

 Level 2  Technology Classroom Equipment Contents  
(Contains Equipment of Level 1 Plus) 

 
o Computer Screen Touch Panel 

  Instructor Interface 
 Select and Control Equipment 

o Document Camera/Visual    
 Presenter (shows flat art, 3D, objects, close-up zooming) 
 Desktop Computer 

 
 

 Level 2 Current Locations 
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o Meier Hall 

 Slater Lecture Hall/444 
o Central Campus  

 114, 237, 238, 271 
o Harrington 

 Chapel Room 201 
 
 

  Level 3 Technology Classroom Equipment Contents 
        (Contains Equipment in Level 2 Plus) 

 
o Two Ceiling Mounted Data Projectors 
o 72” Diagonal Interactive Smart Board 

 Touch sensitive white board surface is  link to desktop computer 
 

 Level 3 Current Locations 
 

o Sullivan Building 
 SB304 
 Central Campus  
 113, 243, 248 

o Harrington Building 
 HB115 (DSS Training Room) 

o Meier Hall: 242 (Completion target date: week of Sept 19) 
 
 

 Level 4 Technology Classroom Equipment Contents 
 (Contains Equipment of Level 3 Plus) 

 
 Polycom Video Conferencing 

o Offers Live Two Way Interaction: 
o Real time/synchronous communication 
o Instructor and class cameras 
o Zoom/pan/tilt cameras 
o Sharing of still images, video clips, computer and Web material 
o Uses: Guest speakers, meetings, interviews 
o May be recorded on VHS tape 
o Up to three distant sites per call 
o Saves time and travel 
o Contact Jay Catoggio (x6260) for Demo and Further Information 

 
 

 Level 4 Current Locations 
 

o  MH 120 
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o  Central Campus: 111, 112, 225 Conference Room 236, 244 
o  HB 115 (DSS Training Classroom) 

 
 
 
 

 
 
I I . Equipment Help (Where to Get Help, Training, Repairs) 

 
*If you encounter any problems with a computer, network or software, please   
   call the IT HELP LINE x2036 
 
For all other problems and training needs, please contact: 

o Media Services/Library 312, x6724, x6155 
o Media Engineering/MH126, x6721 
o IMC Office/MH105, x6260 
*Training is available in your classroom, or at the Center for Teaching     
Innovation / Library 312 

 
 
 

 Keys/Access 
o Keys are provided to academic departments for distribution to individual 

day and evening faculty members 
o For back up key support contact: 
o Media Services, LI312/x6724 
o IMC Office, MH105/x6260 
o Media Repairs, MH126/x6721 
o Faculty may request use of tech classrooms through Dept. Chair, and to 

Registrar’s Office 
o Meier Hall 120 may be reserved directly at IMC Office, MH105, x6260 

MH120 Screening Room Policy 
(for advance reservations contact IMC Office x6260/MH105, or 
trisha.girard@salemstate.edu,, ivelisse.sanchez@salemstate.edu 

o Faculty may call IMC Office (x6260) same day, or after 3:00 PM of 
previous day needed to obtain room use-not counted as advance 
reservation if available 

o MWF Classes: 1 time per week per course. Not to exceed 4 times per 
month per course 

o TTH Classes: 1 time per week per course. Not to exceed 3 times per 
month, per course 

o Evening Classes: 2 times per month, per course. Not to exceed 6 times 
per semester, per course 

o Summer Session Classes; 1 time per week, per course. Not to exceed 
three times a session, per course 



11/2/2005  5  

 
I I I . IMC Staff 
 

o IMC Office/Meier Hall 105, x6260 
o Tr isha Girard-MacGregor/Mornings 
o Ivelisse Sanchez/Afternoons 
o Walk-in, Phone, Email Help and Information on Services 
o MH120 Reservation 
o Classroom Video Orders and Information 
o TV Announcements Bulletin Board  

 Screens located in MH Lobby, Library Circulation Desk, Campus 
Center 

o Jay Catoggio, Director IMC. MH105/x6260 
o Consultations w/Individual Faculty, and Departments for Technology 

Support  
o Equipment and Presentation Techniques Training 
o Distance Education Support 
o Video Conferencing Classes, Meetings 
o Audio Conferencing 
o Satellite Broadcasts for Professional Development 
o Demonstrations/Training on Smart Classrooms use 

 
 

 Media Services , L ibrary 312 x6724 
 

o Derek Barr , x6155 
o Richard Walsh, x7348 
o Equipment Loans to Faculty. Over the Counter with SSC ID 
o Delivery and Return Support Available for Large Systems, and Special 

Meetings and Events 
o Available: PC and Apple Laptops, Data Projectors, Camcorders, Digital 

Cameras, CD Players, DVD Players, Easels, Overheads, Portable PA 
Systems 

o Media Services /CTI Assistance 
o Media Services/Library 312/x6724 
o Center for Teaching Innovation/LI312 
o Equipment for Faculty Loan 
o Projectors 
o Laptops 
o Digital Cameras 
o Digital Camcorders 
o Equipment Practice/Training Room 
o Help Call x6721 
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   Video Services,  Meier  Hall 114 

      *Note, Position currently vacant 
 

o  Video recordings in TV Studio, Classrooms, Meeting Areas 
o Video editing  
o Video  duplication (VHS to VHS; VHS to DVD, w/copyright approval) 
o ITV Demonstrations 
o Video conferencing (Two way video and audio) 
o  Satellite event viewing (One way video, two way audio) 
o  Resource material 

¥ Annenberg Channel (Variety of Subject Areas 
¥ Cable TV  

 
 

 Media Production Lab,  Library 207 
 

o Leon Jackson, x6725 
o Student and Faculty Presentation Support 
o Display design and  production 
o Laminating 
o Photo Copy Stand 
o Power Point Instruction 
 

 
 Media Engineer ing,, Meier  Hall 126  
 

o Paul James, x6721 
o Equipment Repair 

 VCR,DVD,OHP Audio, Video cameras 
o Technology Classroom Service Coordinator w/Group Comm 
o Video Conferencing Training and Support   

 
 
IV.  CTI/Center  for Teaching Innovation. L ibrary 312 
 

o Created by VP Lapkin/March 2003 
o Team of Faculty/IMC Staff/IT 

 Judi Cook/Communications 
 Chr is Maur iello/History 
 Gail Rankin/IT 
 Derek Barr /IMC 
 Dick Walsh/IMC 
 Jay Catoggio/IMC 

o Promote Teaching with Technology 
o Collaboration/Creativity/Support 
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o Hardware/Software 
o Scanners/Digitize Video/Cameras 
o Pedagogical Support/Instructional Design 
o One on one training 
o Practice area: Laptop-data projector, Smart Board 
o One Workshop Series 

 Taught by IMC staff, SSC faculty, IT Staff, and outside experts 
 Session Titles from 05-06 

 Burning CDs and DVDs 
 Intro to PowerPoint 
 Intro to Blackboard 
 Scanning Photos and Graphics for 

Presentations 
 Smart Board Techniques 
 Intro to Smart Classrooms 
 Using a Video Projector and a Laptop 
 How to Connect to the Wireless Network 
 Teaching with Laptops in the Classroom 
 Adobe Photoshop Basics 
 Creating Video Clips for Presentations 
 Grading Papers Electronically 


