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1. SCOPE
This policy outlines LSHTM’s approach to the use of recording to facilitate teaching and learning in
Academic Year 2020/21.

2. PURPOSE AND OVERVIEW
The policy aims to ensure that all staff, students and external lecturers are clear on their rights and
responsibilities with regard to recording and the use of the recorded materials that are produced. In
the context of the current global pandemic, recording of live teaching and learning activities
(henceforth referred to as live sessions) will be particularly useful to students. It is also anticipated
that there will be increased use of pre-recorded materials to enable students to engage with concepts
in advance of live sessions. The use of recording for teaching and learning purposes can also benefit
students with certain disabilities and/or those whose first language is not English.

3. POLICY
3.1 This policy applies to any recordings created by LSHTM for the purposes of supporting teaching
and learning and to any recording of live sessions whether recorded by staff or students. This
includes recordings of:
•

Pre-recorded presentations

•

Live teaching or learning activities or sessions

•

Groupwork

•

Student presentations

•

Assessment

3.2 The policy applies to all staff, students and external lecturers.

3.3. This guidance is underpinned by the principles set out in Annex 1
3.4 Definitions are set out in Annex 2
4.0 Creation of live recordings
4.1 It is recommended that live sessions are recorded wherever possible. The decision as to whether
a session is recorded rests with the Module Organiser(s) (if it forms part of the module material) or
Programme Director(s) (if it forms part of the programme material). In making the decision the
following should be taken into account:
4.1.1 Ensuring that all students on the module/programme have access to relevant teaching and
learning opportunities
4.1.2 Whether the content of the live session is conducive to being recorded.
4.1.3 Where it is the intention for a live session to be recorded, the lecturer should consider whether
there should be a part of the session which is not recorded so that students can engage and ask
questions off the record.
4.2 Recordings should be initiated as follows:
4.2.1 Where a live session is delivered by a member of LSHTM staff, they should initiate the
recording.
4.2.2. Where a live session is engaged in collectively by a group of students as part of their
coursework or assessment, they should agree in advance who will initiate the recording. It should
be stored and shared in keeping with the specifications provided on the module/programme.
4.3 Prior to recording, a teaching session lecturer should ensure they have appropriate copyright
clearance and include appropriate citations for any material covered by the recording.
4.4 Recordings might include all or any of the following:
4.4.1 The content provided in the session (visual and audio)
4.4.2 Discussions in the session (verbal and written)
5.0 Notification of recording and opt out
At the start of the live session it should be stated by the lecturer if it is to be recorded.
5.1.
The lecturer has the right to apply discretion when recording, and pause or subsequently edit
or delete a recording, for example if sensitive material is being taught or if the recording is considered
to be interfering with interactive teaching.
5.2
There are situations where all or part of a live session should not or cannot be recorded,
these include:
5.2.1

where the session is delivered in a way that makes recording unsuitable

5.2.2 where discussion or activities contain confidential or personal information or are commercially
or politically sensitive,
5.2.3

where there may be legal, ethical or privacy reasons for not recording,

5.2.4

where the facility to record the activity is not available in the learning space.

5.3
If a student does not wish to be recorded, they should make this known to the Module
Organiser(s) at the start of the module or to the lecturer at the start of the live session. Where a
student does not wish to be recorded, they may have the following options open to them:
5.3.1

Leave the session and view the recording.

5.3.2

Stay in the session but hide their identity and not contribute to discussions

5.3.3 Ask the lecturer to switch off the recording temporarily during which they may contribute. This
may be appropriate if a student is generally happy to be recorded but wishes to share something
personal or sensitive which relates to the course.
5.4
If a lecturer does not wish to be recorded, they should work with their Module Organiser to
ensure that material from their live sessions is made accessible in other ways.
6.0

Storage of live recordings

6.1
Recordings will be stored within LSHTM’s video platform Panopto and streamed into a
Programme or Module page within LSHTM’s Virtual Leaning Environment (VLE) Moodle.
6.2

Recordings will be stored until the end of the AY 2021-22.

6.3
A student or lecturer may request that the Module Organiser make the recording unavailable
for any of the following reasons:
6.3.1 considers that illegal, defamatory, inaccurate, discriminatory or inappropriate material is
included within a recording,
6.3.2 considers that personal or sensitive material relating to them is included within a recording
but which they did not intend to share or are subsequently unhappy sharing. In this case, the Module
Organiser will seek advice from LSHTM’s Data Protection team.
7.0

Access to live recordings

7.1
Recordings will be accessible to those students within the module on which they were
recorded. Certain recordings will be available to students on other LSHTM programmes and modules
(including the UoLW Distance Learning programmes).
8.0

Use of live recordings

8.1

Students may download recordings provided their use remains relevant to their studies.

8.2
LSHTM may use a live recording for the purposes of an investigation into alleged misconduct
of staff, students or guests.
8.3
Any unauthorised publication or distribution of a recording (including uploading online,
sharing via apps or social media) by students or staff will be considered in breach of this guidance
and may be subject to disciplinary action.
9.0

Disposal of recordings

9.1
At the end of AY2021-22 LSHTM will dispose of all recordings of live sessions made during
the year.

10.

Legal basis for processing personal data and Intellectual Property Rights i

10.1 By recording learning and teaching activities, LSHTM is processing personal data under the
lawful basis that the processing is necessary to perform a task in the public interest and that task
has a basis in law. In addition, where staff or external lecturers need to record their contributions to
fulfil their contractual obligations to LSHTM (e.g. under their contract of employment or similar
agreement), LSHTM is processing this data as necessary to fulfil a contract with the individual. By
participating in a live teaching session staff, students and external lecturers are deemed to
understand that LSHTM will record and make the recording available in accordance with
this policy.
10.2 Any staff, student or external lecturer creating a recording will ensure that it complies with
copyright restrictions.
10.3 LSHTM’s Intellectual Property Policy shall apply to all recordings.
10.4 Staff or students who are responsible for organising recordings shall ensure that external
lecturers have: (a) been referred to this policy; and (b) have signed the External Contributor Consent
Form, as set out at Annex 3.
11.

Reasonable adjustments

11.1
Where students have permission from LSHTM to record sessions as part of a Learning
Support Agreement (LSA), such recordings do not fall within the scope of this guidance.
12.

External Lecturers

12.1 External Lecturers must comply with this guidance and follow the recording practice of the
module on which they are presenting. This should be made clear to the presenter in advance of their
session.

4. ANNEXES

Annex 1
Principles
3.3.1 The rights of staff, students and external lecturers of LSHTM should be respected and
protected.
3.3.2 LSHTM will apply data protection by design and by default and data minimisation to the
recording of personal data; this means recording only as much personal data as is necessary for the
learning and teaching activity
3.3.3 Students should, within reason, be able to access recordings of live teaching and learning
activities to support their learning.
3.3.4 All activities used during a recorded session and in the recording itself will comply with
copyright and other relevant legal restrictions (e.g. licensing terms and conditions for third party
content and funder requirements, where applicable).
3.3.5

All recorded sessions will comply with accessibility requirements, for example captioning.

3.3.6 LSHTM retains the right to review material to verify it complies with policies on appropriate
content. Any concerns relating to course content raised by a student will be discussed with the
relevant staff members. If the material is found to be inconsistent with relevant UK laws or laws
applicable in the jurisdictions where it is being viewed or accessed from, the material may be taken
down or amended, in discussion with the relevant staff members. Academic freedom will be
protected throughout this process, and such removal, or necessary adaptation of content to reflect
local legislation, will not automatically be dealt with as a misconduct disciplinary matter. Where
appropriate, staff will be provided with advice and support on matters relating to different legal
frameworks as well as the legal use of 3rd party materials e.g. copyright and intellectual property.

Annex 2
Glossary of Terms
A ‘recording’ is an audio or visual recording. It includes pre-recorded material and that which is
recorded live.
‘Live’ means activity which happens synchronously for students and staff.
‘Teaching or learning activity’ is any planned activity provided or engaged in for the purposes of
participation in a course of study or student support activity at LSHTM.
A ‘session’ is one instance of a ‘teaching and learning activity’.
‘Lecturer’ includes any member of staff or external lecturer providing teaching and learning activities.

Annex 3
EXTERNAL CONTRIBUTOR CONSENT FORM
TITLE OF EVENT/LECTURE ……………………………………………………………………..
VENUE………………………………………………………………………………………………..
DATE……………………………………………………………………………………..…………...
This form is to be signed by the person who has agreed to be recorded and filmed as the principal
party to, or as part of, a lecture carried out within London School of Hygiene & Tropical Medicine.
The purpose of this form is to seek consent for the films and/or recordings to be made and
subsequently to be used in a number of media, including the intranet/web by London School of
Hygiene & Tropical Medicine. The School in turn offers a commitment to only allow said recordings
to be used appropriately and sensitively.
I, the undersigned, agree to my lecture being recorded in audio and/or visual format by the London
School of Hygiene & Tropical Medicine. Where a recording is being made, I will notify everyone
present that a recording is being made.
I confirm that where material is included in the recording which is the intellectual property, including
copyright, of another party, I have permission to include the materials in my lecture.
I understand that any copyright or other intellectual property which arises in the recording belongs
to London School of Hygiene & Tropical Medicine and that the recording may be used by the School
for the purposes of [LSHTM organiser to insert details e.g. teaching ]. This may include
conversion to digital format and storing and publication on the School website, social media channels
and Moodle.
I, the undersigned, do hereby agree to license all performance rights in the film/recordings of lectures
to London School of Hygiene & Tropical Medicine.
I understand that my image and/or recordings will be used for [LSHTM organiser to insert details]
purposes only and that copyright in the recordings will be retained by London School of Hygiene &
Tropical Medicine
FULL NAME ______________________________________________________________
NAME OF ORGANISATION __________________________________________________
CONTACT TELEPHONE_____________________________________________________
EMAIL ADDRESS __________________________________________________________
SIGNED ___________________________________DATED_________________________

i

For more information please check the Staff Privacy Notice and the Student Privacy Notice available on
the LSHTM website.

