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At-a-Glance: Recording of Taught Sessions 
 

This document should be read in conjunction with the Recording of Taught 

Sessions Code of Practice and the University’s Course Principles. 

Which Sessions Should Be Recorded? 

All teaching sessions in which new material is shared should be recorded.  This 

includes sessions delivered on campus and online.  All lecture content should also 

be recorded in short segments. 

Recordings should be made using the recommended software supported by the 

university (e.g. Panopto, Screencast-o-matic) and recordings of taught sessions will 

be made available to students via the module Blackboard site within 48 hours of the 

recorded session. 

Staff and Student Responsibilities 

Teaching staff have overall control of the recording process and publication to 

students.  They must inform attending students when a session or parts of a session 

are to be recorded prior to the start of the recording (this could be via the Blackboard 

site or at the start of the session). 

Students may only use recordings for their personal study, and may not share, 

display, or otherwise make available, recordings, in whole or part, to any other 

person. 

Support staff e.g. note takers, may also view recordings to support students where a 

learning contract is in place. 

Data protection 

Our legal basis for the recording of teaching is ‘contractual basis’. This means we 

are using recordings in order to fulfil our obligation to provide teaching & learning 

opportunities to our students. Staff are not legally required to obtain consent for 

recording from each student and do not have any personal liability for obtaining 

consent. It is good practice to make participants aware that a recording is being 

made at the start of a teaching session. 

Under data protection legislation students do have the right to object to the use of 

their personal data or withdraw consent after a recording. Where it is appropriate and 

resource allows, edits can be made to remove an individual from a recording. 

Similarly, if objections are raised at the beginning of a teaching session, a lecturer 

may agree not to record or come to a compromise (e.g., a student can sit away from 

the camera on campus or keep their own camera off remotely).  

If there are any individual cases with specific concerns, the Information Governance 

team are available for advice. 

https://sheffieldhallam.sharepoint.com/sites/4074/Shared%20Documents/Forms/undefined
https://sheffieldhallam.sharepoint.com/sites/3037/SitePages/Information%20Governance.aspx
https://sheffieldhallam.sharepoint.com/sites/3037/SitePages/Information%20Governance.aspx
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Support 

• In the case of an issue with hardware, please contact IT Help (x3333). 

• Support in using Panopto is available through the Digital Learning drop-in, via 

the Digital Learning email address, and from your departmental Digital 

Learning contacts. 

 

Further information on Management of Data and Recordings, Exceptions to 

Recording, Intellectual Property and Performance Rights and Web Accessibility can 

be found in the Recording of Taught Sessions Code of Practice below. 

 

  

https://eu.bbcollab.com/guest/951a12d541a04de28f9260578ce901e5
mailto:digitallearning@shu.ac.uk
https://blog.shu.ac.uk/digitallearning/digital-learning-contacts/
https://blog.shu.ac.uk/digitallearning/digital-learning-contacts/
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1. Introduction 
This document outlines staff responsibilities and best practice relating to the 

recording of taught sessions (recordings) at Sheffield Hallam University (the 

University) as determined by Course Principles 2.4 and 3.3: 

2.4 All “live” learning sessions, in which new material is shared, will be recorded via 

approved software and made available to all students via the relevant Bb site 

3.3 Lecture-style learning should be adapted so that students who are learning 

remotely can engage with recorded content in short segments. 

Recording at the University is intended to support student learning and the overall 

learning experience by allowing students to view, participate in or recap taught 

sessions, as well as allowing lecturers to reflect on their own teaching practices. It is 

not to be used to monitor or assess staff performance, unless specifically agreed 

with the staff member, e.g. as part of a professional body assessment process.   

Recording is a component of our approach to teaching and learning at the University. 

When the University’s campus is open for teaching, the lecturer is able to attend the 

venue and the venue is equipped for recording, teaching sessions should be 

recorded from campus for students to view. Depending on individual circumstances 

and University guidance at the time, it may be necessary to offer taught sessions as 

remote learning only which may be delivered from campus or from a different 

location. 

2. Responsibilities 

2.1 Institution 

The University will provide recordings or live streams, where appropriate, to students 

on the Blackboard site of the module to which the teaching session relates.  By 

default, it will also provide access to the staff associated with the Blackboard site for 

the module. 

The University will also provide sources of advice to lecturers with queries over 

potential copyright infringement, including the Library Copyright Service. The 

University will offer training opportunities for staff and access to relevant training 

materials for staff and students, to support both groups in the effective practices 

related to recording. 

The University will ensure there is clearly visible signage in teaching rooms to 

indicate whether a venue is equipped for recording 

2.2 Lecturers 

Lecturers must inform attending students when a session or parts of a session are to 

be recorded prior to the start of the recording. This could be achieved in several 

https://sheffieldhallam.sharepoint.com/sites/4074/Shared%20Documents/Forms/undefined
https://libguides.shu.ac.uk/copyright
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ways, such as through Blackboard, via an initial slide displayed at that start of the 

session, or through verbal communication at the start of the session. 

Lecturers have overall control of the recording process and final recordings and are 

responsible for ensuring that: 

I. no materials captured in a recording breach copyright rules  

II. visible citations are provided for third party materials, such as photographs or 

illustrations, used on slides and for existing video and audio recordings used 

within recorded teaching. These citations should include, at minimum, the 

names of the material and its author/creator, and ideally a link to the source 

Additionally, lecturers have the discretion to pause recordings of teaching sessions.  

Where recordings are made specifically for online use, the content should be 

planned to reduce the need to pause or later edit recordings to remove unsuitable 

material.  

Lecturers can also choose whether to publish recordings of teaching sessions 

automatically and immediately, publish automatically at a later point or review 

recordings and manually publish recordings to students.  

Note that for technical reasons, live-streams cannot be controlled to the same extent. 

Lecturers are not responsible for the use of comment and chat functionality by 

students. 

2.3 Students 

Students may only use recordings for their personal study, and may not share, 

display, or otherwise make available, recordings, in whole or part, to any other 

person. Where students are allowed to download recordings for offline viewing, they 

must delete any downloaded recordings once they are no longer enrolled at the 

University.  

Students must not disclose personal data in a recording or the associated comment 

and chat functionality.  

Students must adhere to the University’s Code of Conduct for Students when 

participating in discussions and using commenting functionality. 

The University reserves the right to investigate any misuse of recordings and follow 

the student disciplinary regulations. 

2.3.1 Student Recordings on a Personal Device 

Where recording is not used, the students may still be allowed to make personal 

recordings based on the University’s guidelines for the student recordings. However, 

where it is used, students should not make their own recordings on a personal 

https://students.shu.ac.uk/shuspacecontent/my_course/student-code-conduct
https://students.shu.ac.uk/regulations/conduct_discipline/Disciplinary%20Regulations%20for%20Students.pdf
https://students.shu.ac.uk/regulations/it/Guidelines%20for%20students%20on%20recording%20teaching.pdf
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device (unless this is a reasonable adjustment covered in their learning contract) as 

lecturers have control over the editing and publishing process.  

2.4 Other Staff Members 

This staff group may, for example, include Hallam Help staff, staff providing support 

for students with learning contracts e.g. note takers, IT staff or lecturers teaching 

other modules and courses.  

University staff who hold non-teaching roles may find the recording software useful 

for purposes such as student engagement and support, staff training, 

departmental/University meetings, etc.  

A range of other software products and guidance on their use are available at the 

University and staff who wish to make a recording are free to determine the 

appropriate platform. 

2.5 External Speakers 

Where speakers from external organisations are delivering lectures, in whole or part, 

to students, written consent of the speaker to record and share with the relevant 

students must be obtained in advance of the recording being created. The external 

speaker is free to refuse to be recorded or later request that a published recording is 

taken offline without needing to state a reason. Guest lecturers (or their employer as 

appropriate) retain copyright on work and any other intellectual property rights they 

generate and, by accepting the terms of the guest lecturer agreement on recording, 

agree to grant the University a non-exclusive licence to use the recording solely for 

the purpose of supporting learning and teaching at the University. 

3. Management of Data and Recordings 

3.1 Retention Period 

Recordings should be retained in line with the University’s Blackboard retention 

period as students will access recording through their module sites. Blackboard sites 

will normally be available for 30 days after the last student who was enrolled on the 

module completes that course. The module site is then removed from the live system 

and archived. Module sites are retained for 24 months after archive.  

3.2 Publishing Period 

Recording is a component of our approach to teaching and learning at the University 

and the consolidated guidance for course delivery should be adhered to.  

Specifically, all synchronous, ‘live’ on-campus and online learning activities will be 

timetabled to provide a guide for learning for students. Recordings of these activities 

should also be published to students through Blackboard within 48 hours at the 

latest. 

All lectures should normally be delivered asynchronously as pre-recorded videos and 

remain available to students.  

https://sheffieldhallam.sharepoint.com/sites/3009/helpme/SitePages/Remote-Working.aspx#how-do-i-use-webex)
https://telhelp.shu.ac.uk/know-about-using-blackboard-shu
https://telhelp.shu.ac.uk/know-about-using-blackboard-shu
https://blog.shu.ac.uk/teachingdelivery/course-delivery/consolidated-guidance/
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3.3 Editing of Recordings 

Individual staff retain control over their own recordings, including editing and 

removal.  

The University reserves the right to make edits and removals to recordings if 

deemed necessary for legal or data protection reasons. This should only be done in 

exceptional circumstances and the shortest section possible would be removed.  

3.4 Students Requesting Edits and Removals 

Students can request the editing of a recording in order to have any of their own 

personal data removed. The student should contact the relevant lecturer to request 

this in the first instance. Agreeing to the request is at the discretion of the lecturer 

who will take into account the data protection legislation as well as whether the 

request can be resourced and is appropriate. The lecturer may wish to contact the 

Information Governance Team for advice on specific cases. 

If a student does not agree with their lecturer’s decision, they should raise a 

complaint through the student complaint procedure. 

3.5 Staff Leaving Employment with the University 

Where a member of staff leaves the university during the academic year, any 

recordings they have produced will be retained in line with the University's archiving 

and retention period for Blackboard (see 3.1). This is to ensure that students are not 

potentially disadvantaged by changes to the course team. 

4. Exceptions to Recording 
The University recognises there are situations where all or part of a taught session 

should not or cannot be recorded.  Among these are that:   

i. there may be legal, ethical or privacy reasons for not recording part or all 

of a session; 

ii. there are teaching approaches that may not be suitable for recording, such 

as those with a high degree of interactivity;  

iii. the recording service is not available in the room e.g. specialist spaces 

where bespoke recording arrangements may need to be made.  

Lecturers have sole discretion for deciding whether the interests in not recording part 

or all of a session outweigh the interests in recording. They should consider whether 

the options to either pause recording or to later edit the recording would otherwise 

allow sections of the session to be recorded. They will inform in advance the relevant 

College of any full sessions they decide not to record, along with the reason. 

5. Freedom of Information and Data Protection Legislation 
The University has carried out data protection impact assessment for the recording 

of taught sessions. 

https://students.shu.ac.uk/regulations/personal_information/DP_Individual_Rights_Subject_Access.html
https://students.shu.ac.uk/regulations/personal_information/DP_Individual_Rights_Subject_Access.html
https://students.shu.ac.uk/regulations/appeals_and_complaints/
https://sheffieldhallam.sharepoint.com/:w:/s/4027/EU3vRpf-fMVKkUp7aBuDy5UBZHi3_xk45I_5U5A70BqLEg?e=45YMy5
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Data protection guidance is available.  

The University would normally consider recordings of taught sessions that include 

personal data to be included in responses to subject access requests. Further 

guidance is available.   

6. Intellectual Property and Performance Rights 
In accordance with the Intellectual Property Policy for Lecturers and Research Staff, 

the general position is that copyright ownership of recordings of University 

employees lies with the University.  

Performance rights reside with the lecturer and other recorded participants, who are 

expected to agree to the recording and agree that the University may use their 

performance for the purpose of supporting learning and teaching at the University. 

A lecturer may use recordings of their own sessions within their own performance 

review or to facilitate peer observation of their teaching. The lecturer must inform 

attendees that a taught session will be recorded and used for the purpose of peer 

observation and/or their own performance review. 

Use of third-party materials may fall within the “fair dealing” copyright exception if 

used for the sole purpose of illustration for instruction.  Notwithstanding this, where a 

session includes broadcast or other material under a licence that does not clearly 

permit copying that material further, the lecturer must pause the recording while 

using the licenced material or edit it out of the recording prior to publication. Where 

appropriate, lecturers should subsequently provide students with separate access to 

the licenced material (for example, linking it from the module site in Blackboard).  

7. Student Access to Recordings 
Students will have access through Blackboard to published recordings from the 

modules on which they are enrolled. Students will normally have access to their 

recordings for the duration of their enrolment. Recordings will not normally be 

available to students not enrolled on those modules. Lecturers may choose to use 

their existing recordings with other cohorts provided that it does not replace contact 

time.  

8. Student Presentations and Other Assessed and Non-assessed 

Activities 
Recording can be used to capture presentations given by students for assessment 

purposes, such as for group assessments or oral examinations. In such instances 

explicit informed consent must be obtained from the students.  

Students should be made aware as early as possible during module delivery (e.g. at 

the start of the semester) that recording will be part of their form of assessment. 

https://students.shu.ac.uk/regulations/personal_information/index.html
https://students.shu.ac.uk/regulations/personal_information/DP_Individual_Rights_Subject_Access.html
https://sheffieldhallam.sharepoint.com/sites/3005/polproc/SitePages/intellectual.aspx
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These recordings are only to be used for the purposes of assessment and 

moderation and must be deleted after the relevant assessment board sitting. 

Consent forms must be retained until the recording is deleted. A recording may be 

released to a student in that recording at the lecturer’s discretion, but it shall not be 

published wider.  

9. Web Accessibility 
Web accessibility legislation requires that subtitles be available in video recordings 

produced by public sector bodies, including universities. The Panopto platform 

provided by the University will automatically generate these subtitles in order to meet 

this legislative requirement and the University’s moral obligation to students. 

However, students must be aware that the subtitles are automatically generated and 

may contain errors, so subtitles should not be solely relied on for revision purposes.  

Staff are not required to review and/or edit automatically generated subtitles before 

publishing recordings. 

Students may bring subtitling errors to the attention of their lecturers so that they can 

be corrected. In addition, lecturers and other presenters should follow the 

University’s web accessibility guidance when developing materials that will be used 

in recordings in order to reduce potential barriers for students in viewing the content. 

 

 

Approved Silver CDSE, September 2020 

https://sheffieldhallam.sharepoint.com/sites/4071

