	
	Session Recording Policy


	
Date 01.07.2026
































[image: Edge Hill University - Wikipedia]

Session Recording Policy 
Contents
Summary	3
Glossary of Terms	3
Purpose	3
Policy	4
1. Scope	4
2. Recording as the default position	5
3. Technology platforms	5
4. Intended use of recordings	6
5. Opt-out and exceptional alternatives	6
6. Notification and transparency	8
7. Student participation and student recording	8
8. Data protection, Copyright and Privacy	8
9. Retention and access	10
10. Responsibilities	11
11. Review and governance	11
Key to Relevant Documents	12
Annexes	12
Endmatter	17


[bookmark: _Toc529185894][bookmark: _Toc225497935][bookmark: _Toc529185895][bookmark: _Toc225497936]Summary 
This policy establishes the routine recording of pedagogically appropriate taught synchronous sessions as a standard part of teaching practice in order to support an inclusive, accessible, and effective learning environment. Recordings are intended to enhance student learning by enabling review, consolidation, and flexible access, particularly for students with disabilities, health conditions, caring responsibilities, or learning differences. While recording is adopted as the default position where it is pedagogically and practically appropriate, staff retain the ability to opt out, exercising professional judgement to preserve academic integrity, pedagogic effectiveness, and data protection requirements. Recordings are not designed to replace attendance or active engagement, but to complement and reinforce the learning experience, and support inclusivity and flexibility.
The policy is underpinned by principles of accessibility, ethical use, and respect for academic freedom and privacy. Recording is facilitated through University-supported platforms such as Panopto and Teams, with presenters maintaining control over when recordings are initiated, paused, and stopped. Recordings may include audio, video, and on-screen content, and are made available exclusively to current students and authorised users. Strict controls govern their use, distribution, retention, and ownership, with all recordings remaining the intellectual property of the University. The policy further outlines expectations regarding scope, notification and transparency, student participation, data protection, and governance, ensuring recordings are managed lawfully, proportionately, and in alignment with institutional responsibilities.
Glossary of Terms 
Teaching activities: Any educational session or event delivered as part of a programme of study, including lectures, seminars, tutorials, workshops, and other instructor-led learning experiences.
Screencast: A digital recording of a computer screen, typically capturing on-screen content such as slides, software demonstrations, or presentations, often accompanied by audio narration.
Video and audio: Recorded visual (video) and sound (audio) content captured during a teaching session, which may include the presenter, students, and any spoken or displayed material.
Panopto: A lecture capture and video management platform used to record, store, manage, and share teaching sessions and educational media with authorised users.
Teams: A cloud-based collaboration platform that enables real-time communication, live teaching, and interactive group sessions through video, audio, chat, and shared digital workspaces.
Online streaming: The delivery of video and/or audio content over the Internet in real time or on demand, without requiring users to download the entire file before viewing.
Presenter: The individual delivering teaching or content during a recorded session, such as a lecturer, tutor, or guest speaker.
Captioning: The process of adding synchronised text to video content to represent spoken dialogue and relevant audio, improving accessibility for all users.
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The purpose of this policy is to support an inclusive, accessible, and effective learning environment by enabling the routine recording of pedagogically appropriate taught synchronous sessions. Recordings are intended to support student learning through review, consolidation, accessibility, and reasonable adjustment, and are not a substitute for attendance or engagement.
The University adopts an opt-out approach to recording of teaching sessions, recognising recording as part of normal teaching practice while allowing staff to exercise professional judgement where recording is not appropriate.
This policy is underpinned by the following principles:
· Supporting accessibility and inclusion, including disabled students and those with caring responsibilities, health conditions, or learning differences
· Enhancing learning support, flexibility, and sustainability
· Respecting academic freedom, pedagogic integrity, and data protection obligations
· Ensuring recordings are used ethically, lawfully, and proportionately

Panopto provides the multi-media enhancement facilities for recording teaching activities in teaching rooms. Facilities for recording are available in all generic teaching spaces across University campuses. 
In all teaching rooms with recording availability, the presenter controls the recording and recordings are initiated, paused and stopped by the presenter.
Video recording can include; video of presenter, presenter audio, room/audience audio, video of room (Pan, tilt, zoom (ptz) camera adjustments required); screen, desktop audio.
All recordings are provided for the use of current students (and those with permitted access, such as external examiners). The distribution and sharing of recordings to third parties is strictly prohibited. All recordings will be owned by, and copyrighted to, Edge Hill University materials.
MS Teams meetings provides a platform for delivering teaching sessions in an online, synchronous format. Where pedagogically appropriate, these sessions should be recorded and the recordings transferred to the Panopto platform for student access.
[bookmark: _Toc529185897][bookmark: _Toc225497938]Policy
[bookmark: _Toc225497939]1. Scope
1.1 This policy applies to all taught synchronous educational activities delivered on campus or online by staff or visiting lecturers. 
1.2 In this policy, recording is deemed to include all forms of multimedia recording (e.g. Video, Audio and Screen-capture, Audio and screen-capture, Audio only).  
1.3 The policy applies to credit-bearing taught provision and does not normally apply to:
· Assessment activities
· Meetings or supervision sessions
· Sessions involving confidential, pastoral, or highly sensitive personal disclosure
[bookmark: _Toc225497940]2. Recording as the default position
2 
2.1 The University’s default position is that taught synchronous sessions should be recorded and published to students wherever pedagogically appropriate and reasonably practicable (see section 5. Opt-out and Alternatives to Opt-out).
2.2 Recording is considered a core learning support, not a special or exceptional adjustment. Students should normally expect recordings to be available for relevant sessions, subject to the limitations and opt-out provisions set out below (Section 5).
2.3 The University cannot guarantee the availability of recordings for every educational activity. However, recordings are an important part of the University’s delivery of its educational objectives in the public good. The use of recordings is a well-established practice at many Universities and something that students expect as part of a 21st century University offering.
2.4 The University expects all staff-led synchronous teaching sessions to have teaching activities recorded. This can be provided as a pre-recorded overview, a recording made during a teaching activity, or a recording produced later as a summary.
2.5 This policy aims to facilitate the practical and responsible recording of staff-led teaching and to provide clarity on the rights and responsibilities of the University, its staff and its students, external visiting speakers and any other participants in recorded teaching.
2.6 The University will aim to provide a recording of every staff-led session, as far as is possible and appropriate, in support of a consistent and inclusive student experience. Presenters will record their teaching using the lecture recording service except where this cannot or should not be recorded, as detailed in section 5 below.
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3 
3.1 The University supports recording via:
· Panopto for campus-based teaching
· Microsoft Teams for online and hybrid sessions
Recordings will normally capture:
· Audio and visual presentation content
· On-screen materials (e.g. slides)
3.2 Where possible, recordings should be configured to avoid capturing identifiable student contributions, unless this is pedagogically necessary and appropriate.
3.3 Including captions to video-based resources from staff-led teaching sessions is a legal requirement under Web accessibility legislation. The Panopto and Microsoft Teams platforms provides this via Automated Speech Recognition. Text generated by ASR can be added to the video as closed captions at any time, it is important to note that ASR is never 100% accurate and may require editing to achieve 100% accuracy. Accuracy of ASR depends on several factors, such as: the ability of the system to recognise technical terminology, particular accents and speaking patterns, or background noise.
3.4 For these reasons, it can be possible for captions or transcripts to contain misidentified text. Panopto gives reasonable accuracy with the spoken voice (80 - 90%). If auto captioning is used and students deem them to not be sufficiently high enough quality for their needs, they can request auto-captions to be edited. In this case, teaching staff should request support from colleagues in SLPD to produce appropriate learning materials for the individual’s needs.  Staff are not expected to produce edited versions of captions.
[bookmark: _Toc225497946]4. Intended use of recordings
4.1 Session recording through Panopto is part of the University’s commitment to engage students with their learning. The recording of teaching provides an opportunity for students to review the material after the session to aid understanding, revision and to enhance learning.
4.2 Panopto recordings are intended to supplement, not replace, student attendance at taught sessions.
4.3 Recorded sessions are available to academics in Learning Edge shortly after the session has ended. They can then be edited and / or published. Students access recordings via the Learning Edge Virtual Learning Environment. Recordings are expected to be available to students no later than 48 hours after recording.
4.4 Recorded teaching sessions are not used for staff performance review, disciplinary or other investigatory purposes (unless required by third party regulatory organisations or law enforcement). Staff are encouraged to review their own teaching practice alongside other academic colleagues through the University’s Learning and Teaching Observation Policy in which recordings may be used at the discretion of the presenter.
4.5 While recordings provide additional learning opportunities for students, recordings do not replace all anticipatory reasonable adjustments and other measures for individual academic support, which may be required. These need to be identified by the Student Support Plan. Students with permission to produce individual recordings in a Student Support Plan will be able to do so, irrespective of any staff opt-out. 
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5.1 The University operates session recording as an opt-out by exception model. Recording of all pedagogically appropriate synchronous teaching activity is the default expectation in order to support an inclusive, accessible, and high-quality student learning experience.
5.2  Opt-out from recording must be approved in advance through the appropriate process.
5.3 The University recognises that there may be limited circumstances where recording all or part of a teaching activity is not appropriate. These may include:
· teaching approaches where recording would demonstrably compromise the intended learning outcomes, such as sessions with a high degree of sensitive or confidential interaction
· Highly interactive teaching and learning sessions where there is significant  student involvement, conversation and discussion. It may however be appropriate to record staff-led introductions and summaries within these sessions
· situations where adapting the teaching approach to enable recording would have a significant negative impact on the quality of the student experience
· legal, regulatory, ethical, or data protection considerations that prevent recording
· substantiated personal or professional circumstances that make recording inappropriate
· technical limitations where recording facilities are unavailable and no reasonable alternative can be implemented
5.4 These grounds must be clearly evidenced and will be considered on a case-by-case basis. Preference will always be given to partial or edited recording solutions, audio-only recordings or summary recordings rather than full opt-out.
5.5 Before seeking full opt-out, presenters are expected to actively consider and, where feasible, adopt alternative approaches, including:
· pausing recording during sensitive discussions or interactive activities 
· disabling video capture while retaining audio and presentation materials 
· editing recordings before release 
· providing an equivalent alternative resource, such as a summary recording or supplementary materials 
5.6 Full opt-out will not normally be approved where such alternatives can reasonably meet student needs.
5.7 Presenters seeking to opt out of recording must:
· submit a formal request (appendix 1) in advance of the teaching activity, outlining the rationale and any supporting evidence
· confirm that alternative approaches have been considered and explain why these are not suitable 
· provide details of any alternative learning resources that will be made available to students 
5.8 Requests for opt-out must be submitted to the relevant Head of Department/School for approval. Approval will be granted only where the case meets the criteria for opt-out and aligns with institutional priorities for accessibility and student experience.
5.9 Where opt-out is approved:
· the presenter is responsible for ensuring that students are informed in advance 
· appropriate alternative learning resources must be provided in a timely manner 
· a record of the decision and rationale will be retained by the Department/School and reported, where required, to the relevant institutional committee 
5.10 Presenters do not have sole discretion to opt out of recording without prior approval, except in unforeseen circumstances, which must be reported retrospectively.
[bookmark: _Toc225497948]6. Notification and transparency
6.1 Where sessions are not recorded, this should be communicated clearly, in advance so students can adjust their study approach, along with information about alternative learning materials.
6.2 All University teaching spaces will display a recording notice as follows: “If your session is recorded and you feel there is something that should not be included in any final published video/audio recording, please discuss this with the academic member of staff either before or after the session. Alternatively, contact your Personal Tutor”.
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7.1 Students are not permitted to make their own audio or video recordings of teaching sessions unless:
· Explicit permission has been granted by the member of staff and all participants, or
· Recording is agreed as a reasonable adjustment through the University’s formal disability support processes
7.2 Unauthorised student recording or distribution of recordings is a breach of university regulations and may be subject to disciplinary action.
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8.1 The recording of teaching activities is deemed to be in the legitimate interest of the educational objectives of the Edge Hill University and it is therefore regarded as a reasonable expectation of staff. Recordings of teaching via the Panopto / Teams systems meet the conditions of Article 6, recital 47 of 5 the General Data Protection Regulations (GDPR). Thus, personal data in these instances can be processed without prior consent.
8.2 Personal data is defined as any information relating to an identified or identifiable natural person (data subject). An identified person is one who can be identified, directly or indirectly by either name, an identification number, location data, online identifier or one or more factors specific to the physical, psychological, genetic, mental, economic, cultural or social identity of that person.
8.3 Within this policy, all presenters would be potentially identifiable either via their voice, image (in terms of video if used) or via location, data e.g. timetable.
8.4 Session recordings created in the course of an Employee’s normal duties are subject to the University’s Intellectual Property Policy. This policy states that whilst copyright to teaching materials created by staff is owned by the employee (and provided to the University through licence), all other IP within teaching materials is owned by the University.
8.5 Where a session is delivered by someone other than a University employee, the module leader is required to bring this policy to their attention in good time for them to consider if their session can be recorded. Consent to the recording will be required (see form Appendix 2) and where consent is given, the presenter retains the rights to the material presented, but grants the University, under non-exclusive licence, the right to use the recording in line with this policy.
8.6 No recording of sensitive personal data is permitted. It is acknowledged that such data may be disclosed during seminar discussions and therefore academic staff should decide whether recording should not be undertaken or whether recording should be paused or stopped during seminars where personal data may be disclosed. Sensitive personal data is defined as personal data revealing racial or ethnic origin, political opinions, religious or philosophical beliefs, trade-union membership, data concerning health or sex life and sexual orientation and genetic or biometric data. The University would have liability for the disclosure of such information, but employees are expected to take reasonable care to prevent such breaches.
8.7 If disclosure of sensitive personal data unexpectedly occurs during a session the presenter and or Module Leader should contact panopto@edgehill.ac.uk as soon as possible after the lecture to have the recording removed from viewing, either temporarily or permanently.
8.8 The University is bound by UK Copyright law for print and online materials.
8.9 If the recorded teaching sessions have been created in the course of employment at the University or they contain materials, which the University has obtained permission to use, then the materials can be made available via Panopto without the risk of copyright infringement.
8.10 Where recorded teaching sessions include third-party copyright-protected materials (e.g. images, video, audio, or text extracts), presenters must ensure that the University holds an appropriate licence or that permission has been obtained from the copyright owner for their inclusion in recorded content. Where this is not the case, such materials must be removed, replaced, or edited out of the recording prior to publication. Failure to do so may result in the recording not being made available to students.
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9.1 Recorded materials are stored in a Panopto cloud storage area although they are accessed via Learning Edge module pages. Academic staff are able to access their recordings for review, editing and deletion. Academic staff are also permitted to download the recordings. Student users can access recording for modules which form part of their course only by default. Students can stream content to their device but they are not able to download the recording. Misuse of a recording by a student may result in disciplinary action under the student disciplinary policies.
9.2 Recordings will be archived after 24 months of inactivity. A video that has been archived is not available for immediate viewing, but users with access, (staff and students) can find and restore it. This can take up to 48 hours.
9.3 The Panopto system is normally accessible 24/7 and any planned maintenance will be announced, where possible, in advance via Learning Edge. As a third-party tool, any temporary loss of access or outages may be out of Edge Hill University control.
9.4 Student access to Panopto will be directly within Learning Edge and via a Blackboard LTI (Learning Tools Interoperability) integration to embed videos onto a module page. Only staff, students and authorised externals registered on a module can review the recordings associated with that module.
9.5 Students use single sign on (University Username and Password) to access Learning Edge and the integrated Panopto site.
9.6 Recordings should not be disseminated other than via the Panopto site or through Learning Edge Virtual Learning Environment.
9.7 Recordings are retained for the duration of the programme in Panopto. Recordings are retained with either Live storage (immediate access) or Archived storage. This will allow students to access the recording for revision purposes and to link concepts and theories at different stages in their programme.
9.8 Recordings will be moved to Archived storage after 24 months of inactivity. If not restored, recordings in Archived storage will be deleted after 6 years.
9.9 Manually deleted recordings can be recovered from the recycling bin up to 90 days after deletion. After 90 days deleted recordings are permanently deleted.
9.10 Under no circumstances will a previous recording be used as a substitute for face-to-face teaching in the event of industrial action by a recognised trade union.
9.11 Use of recordings from previous years in the event of staff sickness would only be permissible with the express written consent of the presenter.
9.12 Where students are trailing modules, they will either be attached to a ‘live’ instance of the module or arrangements will be made to make recordings available via Learning Edge if the module is no longer running.
9.13 Publication of recordings on third party websites by staff or students is strictly prohibited. The University will request a ‘Take Down’ for any recordings on third party websites notified to it by staff. Any student found to have published recordings on third party websites may be subject to disciplinary action. 
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10 
10.1 Where a visitor/guest lecturer is recorded (or proposes to record the session), the module leader must agree the arrangements with the visitor in advance and confirm them in writing (email is sufficient, see appendix 2). The visitor must be provided with relevant information from this policy and given the opportunity to raise concerns and agree an appropriate approach.

10.2 As a general default position visitors will retain their rights in a recording made of them or by them. However, the visitor allows the University under non-exclusive licence, the right to use the recording in the most general terms available.

10.3 The visitor should also be given the right to object to being recorded and to request an edit of the recording. Where the visitor is to self-record, other participants again should generally have the same rights to object to being recorded and request an edit of the recording.
11. Responsibilities
10 
11 
11.1 Staff are responsible for:
· Engaging with this policy
· Exercising professional judgement regarding recording, editing and pausing of recordings, and opt-out
· Providing alternative learning materials where sessions are not recorded
· Informing students about recording arrangements
11.2 Students are responsible for:
· Using recordings appropriately and for personal study only
· Respecting the privacy and intellectual property of staff and peers
· Session attendance
11.3 The University is responsible for:
· Providing support technology to implement this policy
· Providing adequate training and support
· Keeping a policy up to date that balances student need and the rights of staff
· Keeping data in line with this policy secure
[bookmark: _Toc225497953]12. Review and governance
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12.1 This policy will be reviewed one year after implementation and then every three years to ensure alignment with:
· Legal and regulatory requirements
· Sector good practice
· Student and staff feedback
· Developments in learning technology
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Teaching Observation Policy
Panopto Retention and Archive Policy
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Appendix 1: Session Capture Opt-out Request Form

Session Recording Opt-Out Request Form – Fill out form


Appendix 2: Recording Consent for non-University Staff/Guest/Visiting Lecturers
Draft email template (module leader to visiting lecturer)
Subject: Consent request – recording of guest teaching session: [Module code] [Module title] – [Session title] on [date]
Dear [Name],
Thank you for agreeing to contribute to [Module code] [Module title]. I’m writing to confirm the arrangements for recording your session in line with the University’s Session Recording Policy, and to request your consent as a visiting/guest lecturer.
Session details
* Visiting lecturer name: [Full name]
* Organisation/affiliation: [Organisation]
* Module: [Module code] [Module title]
* Session title/topic: [Session title]
* Date/time: [Date] [Time] (UK time)
What the recording will be used for
The recording will be used for teaching and learning purposes and made available only to students and authorised staff on the module via the University’s secure systems (e.g., Learning Edge (Blackboard)/Panopto). The University does not permit students to download recordings, and sharing outside the University is prohibited.
Rights and permissions
You retain intellectual property rights in your original content. By consenting to recording, you grant Edge Hill University a non-exclusive licence to use the recording in accordance with the Session Recording Policy (including storage, access for the module cohort, and routine editing for accessibility or quality as needed).
Consent required
Please reply to this email confirming whether you consent to the session being recorded, and your preferences below. If you would like to discuss any concerns (e.g., sensitive content, copyright-protected materials, or parts you would prefer not to be recorded), please let me know as soon as possible so we can agree an appropriate approach (e.g., pausing recording, editing, or alternative materials).
Please reply using one of the following options (delete as appropriate):

Option A – Consent given
I confirm that I consent to the recording of my session [Session title] on [Date] as described above, in accordance with the Session Recording Policy.

Option B – Consent not given
I do not consent to the recording of my session [Session title] on [Date]. I would like to discuss alternative arrangements.
Many thanks,

[Module leader name]
[Job title]
[Department / Faculty]
Edge Hill University
[Phone] | [Email]
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