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Moustaka, SaAS. 

  

Sponsor: Professor David Bolton, Deputy President & Provost  

 

Executive summary 

 

 

In January 2020, Educational Quality Committee (EQC) commissioned a Board of Studies and 

Students’ Union consultation to review City’s Lecture Capture Policy. The consultation paper 

focussed on supporting the implementation of the Education and Student Strategy. The Students’ 

Union and School Boards of Studies were invited to consult on the proposals;  

• Full details and a summary of responses is attached at Appendix 1 

• A copy of the consultation paper and full proposals are attached at Appendix 2 for reference 

 

Consultation has now been undertaken and this paper summarises the responses and outlined the 

proposed next steps.  

 

Senators are invited to review and provide comments on the draft policy 

 

Action(s) required from 
Senate: 

 
A. To note the consultation feedback (Appendix 1) 

B. To note the next steps (Page 4)  

C. To provide feedback on the draft Policy (Appendix 2)  

 

 

The table below outlines which committees have already seen the report and the resulting outcome/action 

from that committee’s discussions. 

Committee date Committee 
title Outcome/action 

January 2020  EQC Discussed the proposed consultation paper and commissioned 

the consultation, subject to minor updates to the paper 

 

February 2020 – 

June 2020  

Boards of 

Studies and SU 

Considered the proposal and consultation questions - responses 

are appended to this paper 

 

June 2020 EQC Endorsed the paper 
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Proposed Revision of Lecture Capture Policy:             
Outcome of Board of Studies and SU consultation. 
 

In January 2020, Educational Quality Committee (EQC) commissioned a Board of Studies and 

Students’ Union consultation.  The consultation paper outlined the rationale for a proposed revision 

to the Lecture Capture Policy, which focussed on supporting the implementation of the Education 

and Student Strategy. 

1. Context 

City’s current lecture capture policy dates from 2013 and is therefore highlighted as being of high priority 

for review in the Quality Manual Policy Database.  Additionally, there have been a number of 

technological changes in relation to lecture capture, whilst the Growing Access to Lecture  

Capture (GALA) project is adding lecture capture enabled rooms to City’s estate, which will make the 

technology available to more students and lecturers.  Furthermore, students have identified lecture 

capture as a priority to support their learning in the National Student Survey, Students’ Union survey, and 

through the commuter student working group.  Taken together, these drivers necessitate a review of the 

current policy.  

  

The revised policy has been drafted with reference to the policies of other institutions, City and sector 

research, and engagement with a variety of stakeholders.  It aims to address a number of aspects not 

currently covered, whilst providing clarity for all stakeholders. 
 

2. Proposed changes to Lecture Capture Policy 

Three proposals were outlined in the consultation paper: 

a) To set out in more detail than previously the benefits of lecture capture for students 

b) To provide updates necessitated by technological changes 

c) To clarify expectations in the use of lecture capture (for example, the types of recordings 

made, and the timescales for making these available to students).  

3. Consultation 
 
The Students’ Union and School Boards of Studies were invited to consult on the proposals;  

 

• Full details and a summary of responses is attached at Appendix 1 

• A copy of the consultation paper and full proposals are attached at Appendix 2 for reference 
 

 

4. Summary of Outcomes 

 

Overall, the feedback detailed in Appendix 1 indicated that some aspects of the proposals were 

received positively although clarification was required on some areas. Further revisions were 

proposed and reservations were expressed. 

 

 

• The consultation feedback highlights the need for wider availability of Lecture Capture and more 

reliable technology for it to work as intended. 

• Some Schools expressed concern over issues related to copyright and asked for more clarity 

regarding who owns Lecture Capture material and how this can be used by both the owner and 

the University. 

• There is general concern over the downloadable aspect of the Lecture Capture material and how 

this can be misused by students. There are a series of recommendations on how this may be 

dealt with by the policy. 

• One School highlighted the importance of obtaining student consent when recording seminars. 

• Some Schools expressed concerns over the use of Lecture Capture material for disciplinary 

matters and requested further clarification on HR matters. 

• All Schools and the Students’ Union agreed to the proposal to  change in the policy to include 

slides and audio as a minimum in recordings (2, A, vii).  
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• Only two Schools and the Students’ Union agreed to the recommendation to make recordings 

available within 48 hours or before the next teaching event (2, B, ii). Some Schools expressed 

concerns that there are a number of valid reasons why it may not be possible to upload Lecture 

Capture material within 24 hours.  

• Some Schools highlighted the need for the policy to be adapted to reflect the changes to teaching 

and learning as a result of the Covid-19 pandemic.  

• Some Schools raised concerns over managing student communications to ensure that it is made 

clear to students when and why it may not be possible to use Lecture Capture in all 

circumstances. This was highlighted as important to manage student expectations.  

• Whilst a regulatory change is being proposed, as highlighted in the original proposal considered 

by EQC, changes to support the implementation of the Education and Student Strategy are also 

vital to ensure appropriate support and curricula development.  

 

5. Proposed Next Steps 
 
Senate is asked to note the comments provided through the consultation process, the summary 

points and the possible range of further actions detailed in the proposed timeline below to 

strengthen the proposal ahead of final approval and implementation. Any feedback received by 
Senate in July will be included in the updated version which will be received by EQC in 
September. 
 

Date: Activity: 
 

June 2020 –  

August 2020  

 

Revise Lecture Capture Policy in line with BoS and SU 

consultation feedback. 

 

 

September 2020  

 

 

Revised policy to be reviewed by EQC.  

 

 

October 2020 –  

November 2020  

 

 

Finalise policy in line with EQC feedback and develop 

implementation plan.  

 

December 2020  

 

 

Final policy presented to Senate for approval.  

 

January 2021 

 

 

Approved policy to be published and implemented.  

 

 
 
Rachael-Anne Knight (with thanks to Madalina Glavan ad Georgia Moustaka) 

Associate Dean Education 

School of Health Sciences 
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APPENDIX 1 
Lecture Capture Policy - Consultation 

The responses to the consultation questions and further comments for consideration by Educational Quality Committee are provided in full below.                                               
Note: LEaD Board of Studies members’ feedback is included in their respective School Boards  

 

Question 

1 

 

 

Does the Learning and Teaching Committee agree with the principles and scope 

of the policy? Response 

 

Summary of feedback received 

 

For EQC consideration 

 

Students’ 

Union 

 
Yes 

 
 

 

 

 

 

 

 

Cass BoS  

 

 
Yes 

 

 

 

 

 

 

 

SASS 

BoS 

 
No 

 
LaTC were unable to agree with the principles and scope of the policy as 
stands. LaTC members discussed at length considerable anxieties about 
how recorded material might be used in a way that did not reflect its original 
purpose. As a result, there were serious concerns voiced about the 
requirement of staff to waive their moral rights and performance rights and 
views expressed that the JISC guidance needed to be re-visited, and that 
the interpretation presented in the proposed policy was not representative. 
In order to address these concerns, the committee viewed that clauses in 
section D could be amended so that lecturers would only assign the 
University rights to archive, move and delete lecture capture files without 
seeking individual staff consent each time. They should not be asked to 
give away rights for the videos to be used for marketing, substitute 
teaching, in evaluation or discipline matters, without additional written 
consent needing to be sought.  
 
The committee felt as well as being specifically referenced in an amended 
Section D there could also be amendment to other sections including, 
Section C where it should be made clear that recorded material would not 
be used for HR disciplinary matters without additional agreement (although 
it was noted that additional agreement would not be necessary should 
recorded material need to be used in legal matters). There were concerns 
voiced about the guidance recommending the recording of lectures which 
cover contentious topics such as race, gender, sexuality and political 
ideology, and worries that recording in these instances could inhibit staff 
and students’ willingness to discuss sensitive topics. Such recordings could 
be used out of context and there was discussion about how this could be 
mitigated. There was a suggestion that section 2, a, iii, c, could be 

 

1. Concerns over the 

requirement of staff to waive 

their moral and performative 

rights. 

 

 

 

 

 

 

 

2. Observations were raised 

over the need to strengthen 

section C to include 

discussions of legal and HR 

issues. 

 

 

3. Concerns over students 

misusing recorded material, 

including posting it onto on-line 

forums and potentially using it 

to harass academic staff and/or 

students or to misrepresent the 

content of the lecture. 

 

1.To consider 

recommendation for the 

clauses in Section D to 

be amended so that 

additional written content 

is sought for videos to be 

used in marketing, 

substitute teaching, 

evaluation or disciplinary 

matters. 

2. To consider 

recommendation to 

amend Section C to 

include reference to legal 

and HR issues.  

3. To consider 

recommendation of 

including a clause in the 

policy that makes it 

explicit that students 

misusing recorded 

material would be subject 

to disciplinary action.   
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strengthened to include discussion of legal issues, and that it could be 
made clear that academic staff would formally retain their prerogative to 
share or not share specific material as a recording if it is sensitive or 
potentially controversial. It was agreed that an individual academic staff 
member is the best judge of determining whether this would be the case. 
Concerns were also raised about students misusing recorded material, 
including posting it onto on-line forums and potentially using it to harass 
academic staff and/or students or to misrepresent the content of the lecture. 
It was felt a clause should be added, making explicit a that students 
misusing recorded material would be subject to disciplinary action. 

 

SMCSE 

BoS 

 
Yes 

 
 

 

 

 

 

 

SHS BoS 

 
Yes 

 
Staff need to regard this as the new normal, yet there is some resistance. 
One of the problems is that it is quite complex to set up and it does not 
seem possible, once we have booked it, to check that we have asked for 
the right thing! A receipt confirming what we have booked would be both 
useful and reassuring and would make it much easier if we have to amend 
it in any way. 
 

 

4. Observation that the lecture 

capture setup is complex and a 

receipt confirming what was 

book would easy the process. 

 

 

4. To note/ comment 

 

Law BoS 

 
Yes 

 
Yes. We agree with the principles, and that in general terms the use of 
Lecture Capture should be extended. However, we would like a couple of 
points set out more clearly as noted in 2 below to provide a fuller context. 
We would also note that for the revised policy to work as intended it is 
crucial that the Lecture Capture technology is much more reliable and 
easier to use. Currently technical challenges undermine the faith of staff 
and students in the system. It also needs to be available in as many 
teaching rooms as possible. The availability for some classes but not for 
others can be confusing – for many postgraduate classes as elective 
classes staff “lecture” type presentations do not take place in a Lecture Hall 
but students would still value a recording. 

 

5.Support to extend in general 

terms the use of Lecture 

Capture with some 

clarifications as expanded in 

Q2 below. 

6. Observation that for the 

revised policy to work as 

intended, Lecture Capture will 

need to be more reliable and 

easier to use than it is 

currently. Further, wider 

availability of Lecture Capture 

across all rooms is also 

needed. 

 

5.To note 

 

 

6. To note/ comment 
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Question 

2 

 

Are there any terms or concepts that require further explanation for clarity?  

Responses: 

Summary For EQC consideration 

 

Students’ 

Union 

 
No 

 
 

 
 

 

 

 
 

Cass BoS  

 

 
Yes 

 
The term “audio and screen recording” is preferred to “audio and slides” - for 
many subjects, particularly including quantitative modules, much of the more 
illuminating content of the lecture is carried out on the visualiser. In modules 
where a lecturer prefers to present written content on the whiteboard rather 
than the visualiser, the inclusion of video should definitely be encouraged, but 
it would be useful for lecturers to be presented with some indication as to 
whether the quality of the whiteboard camera is sufficient to enable the 
writing to be deciphered by someone viewing the video. 

 
1.Query over the use of the 

term “audio and slides”. 

 

 

 

 

 

2. Clarification requested 

regarding the quality of the 

whiteboard camera and if this 

is fit for purpose 

 

1.To consider the 

recommendation of using 

the term “audio and 

screen recording” 

instead of “audio and 

slides” 

 

2. To note/ comment  

 

 

 

SASS 

BoS 

 
Yes 

 
The Committee felt there needed to be further clarity about what constitutes a 
lecture. It was noted that definitions were important in managing student 
expectations that not every type of teaching would be recorded. It was 
recognised that in certain circumstances the boundaries between ‘what is a 
lecture’ and ‘what is a seminar’ can be blurred. The Committee felt that while 
some sections of a seminar may be appropriate for lecture capture in many 
cases recording may not be appropriate or lend itself to a valuable viewing 
experience, without a considerable amount of editing. It was felt the lecturer 
was best placed to determine what types of teaching would be recorded, but 
that it would also be important that student consent was gained for recording, 
particularly in the case of workshop/seminar activity. 
 

 
3. Clarification needed on the 

definitions of lecture and 

seminar in the policy. 

 

4. Highlighted the importance 

of gaining student consent for 

recording during workshop/ 

seminar activity. 

 
3. To comment and 

respond. 

 

 

4. To consider the 

recommendation of 

introducing student 

consent for recording 

workshops/ seminars 

within the policy. 

 

SMCSE 

BoS 

 
No 

 
 

 
 

 
 

 

SHS BoS 

 
No 

   

 

 

Law BoS 

 
Yes 

 
We would propose that the use of Lecture Capture should be more clearly 
positioned as a teaching tool within the overall teaching strategy of a 
programme/module. It may be that a pre-recorded video of a “lecture” might 
be of more value to overall student learning than Lecture Capture. We would 
also propose that as a matter of principle the role of Lecture Capture within a 

 
5. Proposal that the use of 

Lecture Capture should be 

more clearly positioned as a 

teaching tool within the overall 

 
5. To note/ comment 
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module should be expressly addressed in written module materials, or by the 
Lecturer at the start of the module. This would help to reinforce messages 
about how Lecture Capture is there to provide particular types of support, and 
is not an alternative for attending. One option might be a discussion with the 
students about how they might make best use of Lecture Capture, including 
reminding them that they give implied consent to be recorded as set out in 
the policy. 
 

teaching strategy of a 

programme or module. 

 

6.Proposal that the role of 

Lecture Capture within a 

module should be expressly 

addressed in written module 

materials.  

 

 

 

6.To consider proposals 

about clarifying the role 

of Lecture Capture to 

students.  

 

 

 

Question 3 

Does the Learning and Teaching Committee agree with the following aspects 

of detail, which are new to the revised policy? 

a) the recommendation to include slides and audio as a minimum in recordings 

(2, A, vii) 

b) recommendation to make recordings available within 48 hours or before the 

next teaching event (2, B, ii) 

Response: 

 

 

Summary 

 

For EQC consideration 

 

Students’ 

Union 

 
Yes, to 
both 

   

 

Cass BoS  

 

 
Only a) 

 
Yes to (a), subject to the amendment suggested in the answer to 
question 2.  
 
For (b): Although there are many circumstances in which the goal to 
upload recordings within 48 hours is appropriate, there may be 
pedagogical reasons to delay publication. For example, where 
attendance at the recorded sessions is seen to drop below a target level 
and it appears that students may be deferring the study of the materials, 
it may be helpful to equip lecturers with the sanction of withholding the 
release of the captured videos until later in the term in order to 
encourage in-person attendance. 

 

1.Support for recommendation 

a) to include slides and audio 

as a minimum in recordings 

subject to the amendment 

suggested by the School in 

question 2. 

 

2. There may be cases where 

there are pedagogical reasons 

to delay publication of Lecture 

Capture material past the 

recommended 48 hours.  

 

1.To note/ comment 

 

 

 

 

 

 

2. To consider the 

School’s reasoning for 

not agreeing to point 2, B, 

ii in the revised policy. 

 

 

 

 

 

SASS BoS 

 
Only a) 
 

 
The Committee agreed to A. The Committee felt point B could be 
changed from ‘within 48 hours’ to “within two teaching/working days”, in 
order to manage students’ expectations. However it was noted that staff 
who have caring responsibilities or who work part time could be 
disadvantaged. If there were certain constraints, such as research days, 

 
3. Support for recommendation 

a) 

 

4. Concerns raised over 

recommendation b) due to a 

 
3. To note 

 

 

4. To consider the 

School’s reasoning for 
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other commitments and/or the need to edit the material, that could cause 
delays in uploading the material, and students should be informed of 
this. It was noted it was important to recognise that there could be a 
number of valid reasons for delays to uploading material. 
 

number of valid reasons for 

delaying to uploading material 

past 48 hours.  

 

 

not agreeing to 

recommendation b) in the 

revised policy.  

 

SMCSE BoS 

 
Yes, to 
both a) & 
b) 

 
 

 

 

 

 

 

SHS BoS 

 

Yes, to 
both a) & 
b) 

   

 

Law BoS 

 

 
Only a) 

 
We would agree that the default position should be availability within 48 
hours, but this should be open to change where there is good reason. 
For example some recordings may be of most value to support revision 
rather than for immediate use. Also some recordings may need more 
editing that may not be easy to do within 48 hours unless access to the 
recording and editing tools is made much simpler than some staff find it. 
(If for example recordings are booked by an administrator it may not be 
obvious to the Lecturer how to access and edit the recording). Some 
staff would prefer that the timing for the uploading of lecture capture 
should be left to Module Leaders if they would like them to be uploaded 
primarily for revision purposes or in blocks. It would be helpful if material 
on the benefits of early availability could be available to staff to help 
them to make decisions. There is also disagreement with the notion that 
lecture capture should be downloadable by students, on the grounds 
that this opens up the possibility of misuse; for example, a member of 
academic staff has found their lecture capture available on Youtube 
without their permission. The fact that students now use a range of 
devices is appreciated, but sound arrangements for proper use of 
Lecture Capture need to be in place to ensure staff trust in the system. 

 
5. Support for recommendation 

a) 

 

6.Concerns raised over the 

feasibility of making all 

recordings available within 48 

hours.  

 

 

 

7.Concerns raised over the 

downloadable aspect of 

Lecture Capture by students. 

 
5. To note 

 
 

6.To consider the 

concerns raised 

regarding the difficulty of 

always making 

recordings available 

within 48 hours. 

 

7.To consider the 

concerns raised 

regarding the 

downloadable aspect of 

Lecture Capture and how 

this can be misused.  

 

 

Question 4 

 

Are there any additional recording scenarios or situations that should be 

included in the policy? Response: 

 

 

Summary 

 

For EQC consideration 

 

Students’ 

Union 

 
Yes 

 
City, University of London hosts a diverse, multi-ethnic, multifaith body 
of students. Their needs are also diverse. Students of faith often have to 
forgo lectures and lab sessions due to compulsory religious obligations, 
this includes and is not limited to the Sabbath for Jewish students and 
the Jummah prayer for Muslim students. Both require students to be 
away from teaching, both physical or online, for often ever evolving 

 
1.Highlighted the diverse, multi-

ethnic, multifaith body of 

students at City, University of 

London and as a result, the 

need for lecturers to make 

material available to students 

 
1.To consider recording 

scenarios that involve 

students not being able 

to attend as a result of 

compulsory religious 

obligations.  
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periods of time. Lecturers should actively provide students with the 
facilities and resources required for them to receive their education in an 
equitable manner whilst allowing them to observe and observe the 
various tenets of their faith. Should a lecturer choose to not visually 
capture a lecture or lab, then other approaches such as audio 
recordings or accessible, tailored slides and notes should be made 
available to the students, and wherever possible, to their wider cohort. 
 

where compulsory religious 

obligations are a reason for 

non-attendance. 

 

Cass BoS  

 

 
Yes 

 
Large modules may be split into multiple parallel tutorial streams. 
Recording several competing tutorial sessions covering the same 
material may lead to confusion. If recording of tutorials is deemed 
appropriate for such a module, it may be best to record one definitive 
tutorial stream for the module or to allow the lecturer to replace the 
recording of tutorials with an alternative recording covering the same 
material but without student presence. 
 

 

2. Concerns over the difficulty 

of recording the multiple 

parallel tutorial streams for 

large modules. There are 

specific concerns that this may 

create confusion. 

 

2. To consider 

recommendation for 

modules with a large 

cohort to record one 

definitive tutorial stream 

for the module or to allow 

the lecturer to replace the 

recording of tutorials with 

an alternative recording 

covering the same 

material but without 

student presence. 

 

 

SASS BoS 

 
Yes 
 

 
There was considerable discussion about the current Covid pandemic 
and the impact of this on the recording of teaching material. It was noted 
that the policy only referred to Lecture capture, rather than addressing 
other ways of recording material. It was also noted that the policy was 
worded in a way to not encourage on-line teaching as a substitute for 
face to face provision. LaTC felt it was a priority that a policy was 
developed that responded to the current unique situation as a result of 
the need to remotely record and disseminate teaching material. In 
particular, it was noted that such a policy would need to consider all 
recordings (eg via Teams/Moodle/Zoom/Adobe) not just those done 
through lecture capture. 
 
 

 
3. Proposal for the policy to 

consider the current Covid-19 

pandemic and include all types 

of recording (e.g. via Teams/ 

Moodle/ Zoom/ Adobe) and not 

just those done through 

Lecture Capture. 

 
3. To consider 

recommendation for the 

policy to encompass 

other types of recordings 

besides Lecture Capture 

 

SMCSE BoS 

 
No 

 
 

 

 

 

 

 

SHS BoS 

 

 
No 

   

 

Law BoS 

 
Yes 

There are not necessarily specific scenarios to add, but we would 
suggest clear flexibility. Traditional “lectures” are probably decreasing 

4. View that some classes 

could be divided into a 

4. To note/ comment 
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 rather than increasing, and with more skills work, student participation 
etc. it may be that some classes could usefully be divided into a 
recorded section and a non-recorded section, which could usefully be 
kept in mind in designing the class. 
 

recorded section and a non-

recorded section when 

designing them. 

 

 

 

 

 

Question 5 

 

Are there any additional aspects of policy or guidance that should be 

referenced? Response 

 

Summary 

 

For EQC consideration 

 

Students’ 

Union 

 
No 

   

 

Cass BoS  

 

 
Yes 

 
The pedagogical reasons for making recordings available to students 
are persuasive. Without going so far as to suggest that the general 
policy towards lecture capture should be “opt-out” rather than “opt-in”, 
section 1 nevertheless conveys the message that it is incumbent on 
module leaders to think carefully about the benefits of lecture capture 
before taking a decision on whether or not to implement it for their 
module. 
There is, however, much less in the policy on what we expect of 
students in relation to lecture capture (just a couple of links to 
information presented elsewhere); some ways of engaging with 
recorded material are more effective than others (see, for example, a 
blog post produced by the LEaD journal club 
https://blogs.city.ac.uk/leader/2020/01/29/lecture-capture-is-good-in-
part-journal-club-22-january/, and it would be good to see a commitment 
to a promotional scheme designed to help students to make the most of 
the resource. 

 

1.View that the policy should 

cover aspects of what Schools/ 

the University can expect of 

students in relation to Lecture 

Capture.  

 

1.To consider 

recommendation of 

amending the policy is 

such a way that it 

emphasises to students 

how to make the most out 

of Lecture Capture.  

 

SASS BoS 

 
Yes 
 
 

 
There were concerns about how the policy would be communicated to 
students in a way that managed expectations around what was 
reasonable. It was agreed that communications needed to ensure that 
students would understand the nuance of why something might be 
included in lecture capture or not, appreciate that in general it was not a 
substitute for attending classes, had clear understanding of expectations 
around what they were able to do with the material, as well as the 
consequences of not following these expectations. LaTC questionned 
why recording needed to be kept for 2 years, rather than 1. Concerns 
such as those expressed in response to question 1 above were shared 
about this 
 

 
2. Concerns about how the 

policy would be communicated 

to students in a way that 

managed expectations around 

what was reasonable.  

 

3. Concerns over why 

recordings needed to be kept 

for 2 years, rather than 1. 

 
2. To consider 

recommendations for 

effective communication 

of the policy with 

students 

 

3. To note and respond to 
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SMCSE BoS 

 
No 
 

 
 

 

 

 

 

 

SHS BoS 

 

 
Yes 

 
Lecture Capture Policy - I think that point 2 A iii  - which notes where it is 
not appropriate/possible for lecture capture to take place should be 
highlighted to students much more explicitly, as there may be an 
expectation from students that ALL taught content is recorded. I also 
think that the use of lecture capture to support (and not replace) face to 
face needs to be more prominent. There needs to be a ‘special 
circumstances’ section that would cover our recent efforts to move 
teaching online. 
 
To emphasise in the policy that lecture capture is not used as substitute 
for a live lecture, it is used to capture a live lecture, the content differs 
from that which is pre-recorded and other online teaching approaches. 
 

 
4. View that point 2 A iii, which 

notes where it is not 

appropriate/ possible for 

Lecture Capture to take place 

should be highlighted to 

students more explicitly to 

manage expectations. 

 

5. Recommendation for a 

“special circumstances” 

section that would cover recent 

efforts to move teaching online. 

 

6.Recommendation to 

emphasise in the policy that 

Lecture Capture is not used as 

a substitute for a live lecture. 

 
4. To note/ comment 

 

 

 

 

 

 

 

5. To consider 

recommendation of a 

“special circumstances” 

section. 

 

6.To consider 

recommendation to 

amend the policy so that 

it is clearly emphasised 

that Lecture Capture is 

not a substitute for a live 

lecture.  

 

Law BoS 

 

 
No 

   

 

 

 

Question 6 

Does the Students’ Union have any further comments for consideration by 

Educational Quality Committee?/ Does the Learning and Teaching Committee 

have any further comments for consideration by Board of Studies? Response: 

 

Summary 

 

For EQC consideration 

 

Students’ 

Union 

 
Yes 

 
The Students’ Union welcomes the revised lecture capture policy. 
References to our diverse student body have been made to highlight the 
benefits of lecture capture recordings on the student experience, 
pedagogy and educational accessibility. Disabled students from across 
the country have been calling for universities to adopt institution wide 
initiatives for the rollout of lecture capture for many years now. Coupled 
with the needs for commuter students, students of faith and students 
who do not speak English as their first language has generated much 
debate in Students’ Unions, Universities and the wider sector.  
 

 
1.Support for the revised 

lecture capture policy with an 

emphasis on how Lecture 

capture with enhance the 

learning experience of all 

students, but especially 

improved educational 

accessibility for disabled 

students. 

 

 
1.To note/ comment 
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The current circumstances with COVID-19 and the subsequent 
lockdown have revealed significant gaps in universities and their 
offerings to students. Accessibility to educational technology and 
effective learning and teaching tools is of the utmost importance and the 
rapid shift to online platforms has been welcomed and recognised by the 
vast majority of students. To that end, the Students’ Union would like to 
urge and note the importance of embedding lecture capture into wider 
university processes in the immediate future. The uncertainty of our 
times and the need for equitable delivery of our degree programmes 
must be met by increased initiatives and resources for lecture capture 
output. It must also be noted that lecture capture policies have been 
submitted to the Student’s Union, through its democratic structures, for 
many years now, and students have made their requests for compulsory 
lecture capture loud and clear. We recognise the difficulties in applying 
opt-out policies, however, we must represent our membership in 
recognising their calls for one to be established and hope that this 
committee can acknowledge these calls. We look forward to continuing 
our collaboration with the university and hope that we can all come 
together and embrace the future of society in providing a high-quality 
educational experience for the benefit of our students and the wider 
public. 

 

2. View that Lecture Capture 

must be embedded into wider 

university processes in the 

immediate future, especially in 

light of COVID-19 crisis.  

 

 

3. Emphasis that there is wide 

student support for Lecture 

Capture 

 

2. To note/ comment 

 

 

 

 

 

 

3. To note/ comment 

 

Cass BoS  

 

 
Yes 

 
Section 2: Policy; subsection C: Uses of recordings The policy does not 
refer to the possibility of using recorded material to mitigate the impact 
of any future industrial action; we believe that a clear statement of 
intentions would be desirable. If the University wishes to claim the right 
to make use of previous years’ recorded material in the event that a 
module leader is participating in industrial action, this should be clearly 
stated. Alternatively, if the University is willing to make a commitment 
that recorded material will never be used for such a purpose without the 
module leader’s consent, that should also be stated. 
 

 

4. Recommendation that the 

policy needs to clarify the use 

of previously recorded material 

to mitigate the impact of any 

future industrial action. 

 

 

4. To consider 

recommendation  

 

SASS BoS 

 
Yes 
 

 
It was felt that material should be available for editing for longer than 30 
days from the recording of the original material in case errors were 
noticed after the initial upload. It was felt this was relevant and important 
as students are likely to use lecture capture primarily as a revision tool, 
and therefore may not be looking at videos until several weeks after they 
were first delivered. In this way, there may be a delay before errors 
would be noticed and need to be addressed 

 
5. View that material should be 

available for editing for longer 

than 30 days from the original 

recording 

 
5. To note/ comment 

 

SMCSE BoS 

 
Yes 

 
There are a few things about lecture capture's implementation that aren't 
so good. · (If the copyright for LC is the same as for other materials on 
Moodle - as this document says, then I guess that's OK - though I 

 

6.Concerns over copyright and 

the University ultimately 

owning Lecture Capture 

 

6.To note and respond to 
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assumed that our teaching material was ours). · When you set up LC, 
one of the things you need to agree to is "You acknowledge that City, 
University of London will own the copyright of the recording(s) and that 
the recording(s) may be used by the University for the purposes of 
providing supplementary learning resources to current students." I don't 
think the university should use our recording in any other way than the 
lecture intends in the module? I'm not comfortable with this. · Setting up 
LC is a bit of a hassle. · It would nice if we could see the schedule of our 
LCs online instead of having to call IT. · It would be great if IT would edit 
the beginning and end of lectures for us so that staff aren't liable for 
private conversations being recorded near the front. 
 

material (rather than the 

lecturer). 

 

7.Concerns that setting up 

Lecture Capture is difficult. 

 

 

 

7.To consider 

recommendation of IT to 

edit the beginning and 

end of lectures 

 

 

SHS BoS 

 

 
No 

   

 

Law BoS 

 

 
Yes 

 
We would stress the importance of reliability and ease of use as regards 
the Echo 360 software. Problems with this have discouraged several 
staff who started to use Lecture Capture, and if we are to encourage 
staff to try again and stay with it they will need to have an experience of 
reliability and ease We have used Lecture Capture on the Bar 
Vocational Course as the norm for several years with relative success. It 
does assist students who have to miss a class, want to go over difficult 
points again, or want extra support for revision. There has been more 
mixed experience on other programmes such as the LLB (due primarily 
to problems with reliability). Students on all programmes continually ask 
in SSLCs for wider use of Lecture Capture, but this is sometimes not 
possible as Lecture Capture in the past has only been available in space 
taking 60 + students. Availability is now being extended. There have 
been discussions in the past about moving to an opt out policy for all 
CLS programmes (so that use of Lecture Capture would be the norm). 
While the School has increasingly encouraged use of Lecture Capture 
we never felt we had quite reached the point where this was possible, 
but with increased reliability, and with better information for staff and 
students about the benefits of Lecture Capture and how it is best used, 
we should revisit this.  
 
As regards the proposal that Lecture Capture should not be used for 
performance management but can be used in disciplinary proceedings – 
there is a concern amongst staff that in the past City has introduced a 
process for one purpose and then also used it for different purposes - 
e.g. module evaluations were supposed to be developmental, now they 
are used in performance management; ARQMs scores were supposed 
to help individuals know how to proceed with their research etc, but now 

 
8.Concerns over technical 

problems with Lecture Capture 

that make the experience less 

successful 

 

 

 

9. Concerns that Lecture 

Capture will ultimately be used 

by the University for 

performance management, 

which will deter staff from 

using it.  

 
8.To note/ comment  

 

 

 

 

 

 

9. To note/ comment 
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they are used for performance management and even subsequent 
allocation of teaching hours. These processes are also now used for 
promotions etc. It is against this background that Academic Staff are 
likely to be deterred from using Lecture Capture, including some of 
those who are currently using it. 

 

 

 

Question 7 

Does the Board of Studies have any further comments for consideration by 

Educational Quality Committee? Response: 

 

 

Summary 

 

For EQC consideration 

 

Cass BoS  

 

 
Yes 

 
A considerable number of BoS members expressed concern regarding 
the following section: “Whilst the default is for recordings to be available 
via streaming, staff are encouraged to allow their videos to be 
downloaded, to facilitate viewing in situations where internet coverage is 
limited (this particularly supports our international and commuting 
students).“ The following points were made:  

• Cass do not want the recorded material to be distributed all over 
the internet  

• if you make it possible to download the recordings, you are 
making it easy for students to distribute them 

• however much you tell students not to give away or sell material 
to which City and/or City academics have the intellectual 
property rights, there is no realistic way to stop them doing it but 
at least by preventing the downloading of the recorded material 
you are making it harder for students to pass it on to someone 
who should not have it 

• You can't make it impossible to pirate our IP, because anyone 
could set their computer up in record mode and just record the 
streamed material, but that doesn't mean you have to make it 
easy.  

 
BoS members were concerned for two reasons, firstly that some 
elements of a webinar discussions contained individual and company 
sensitive information and so if passed on would compromise students. 
Secondly, many guest lecturers specifically request that their sessions 
are not recorded because they do not wish them to be downloadable for 
security/privacy reasons as sensitive information would be 
compromised.  
Lastly a member raised a question on the below section: While point vi) 
in "C- uses of recording" states that " Lecture capture recordings are 
only for the personal use of staff and students, and must not be publicly 
disseminated, in whole or part, including via social media.” It is not clear 

 

1.Concerns over the 

downloadable aspect of 

Lecture Capture due to the 

likelihood of students 

distributing them. 

 

2. Concerns that some 

elements of a webinar 

discussions contained 

individual and company 

sensitive information and so if 

passed on would compromise 

students. 

 

3. Concerns that guest 

lecturers request for their 

sessions not to be recorded. 

 

4. Concerns that the policy 

does not explicitly state what 

happens if lectures are found to 

have been downloaded and 

distributed it on the internet.  

 

 

 

1.To note/ comment 

 

 

 

 

2. To note/ comment 

 

 

 

 

 

 

 

3. To note/ comment 

 

 

 

4. To consider changing 

the policy so it is explicit 

what happens if Lecture 

Captured material is 

distributed online.  
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what will be done if lecture capture recordings are found on the web. Is 
this point covered in the i) Intellectual property (D-Lega consideration) 
section, or elsewhere 

 

SASS BoS 

 
 
Yes 

 
Please find comments from one member of BoS:  
It is important for us to have more details on how staff can download a 
copy of the video file before it is being deleted. Regarding IP rights, I 
was surprised that there was nothing here concerning how staff also can 
have rights over their own recordings and teaching material - i.e. that 
they could potentially use these for conferences/workshops, other 
teaching engagements and/or promotion of their research. In a context 
where online teaching will become more dominant, this might be more 
the case in the future than it is now. Should there not be a clause on 
lecturers rights over the recordings also? If something like this is 
included, obviously it will have to be reflected in the consent form as 
well. I also welcomed the discussions on the problems of using this for 
disciplinary reasons, as well as comments on how recordings could also 
be more widely applied to seminar/workshops etc. I believe also that this 
will be the case moving forward with some online learning. I noted that 
many commented that policy was written a prior the pandemic, with face 
to face being the norm, but as we will most likely now have a blended 
module, it will make sense to change some of the language and tone of 
the document regarding this (about saying that it does not substitute 
face to face teaching), and also agree that this policy could be 
developed also as part of a wider policy of teaching recordings in other 
platforms (i.e. Zoom, Teams), including also Kalture Capture and 
Youtube videos.  
 
No further comments were provided. 
 

 
 

5. Concerns that it is not stated 

whether staff can also have 

rights over their own 

recordings and teaching 

material. 

 

6.Concerns regarding the use 

of the material in disciplinary 

panels 

 

7.View that the language in the 

policy should be adapted to 

reflect the change to teaching 

and learning as a result of the 

pandemic 

 

 

 
 

5. To consider clarifying 

what rights staff have 

over their own recordings 

and how these can be 

used. 

 

6.To note/ comment 

 

 

 

7.To consider adapting 

the policy to reflect the 

change in teaching and 

learning methods as a 

result of the pandemic. 

 

SMCSE BoS 

 
Yes 

Ownership and re-use (second bullet in L&T response at Question 6 
above) With regard to the second bullet point in the comments of 
Question 6, it is suggested that there should be a requirement that the 
Content Owners (the primary lecturer associated with the recording) 
must give their consent when any lecture capture is made available. It 
should not be possible for anyone to re-use material without the consent 
of the Content Owners, say reposting lectures given by a previous 
lecturer after someone new takes over a module. This needs to be a 
stronger and clearer statement. In particular the right to re-use the 
material must lie with the lecturer and lecturer alone and we need a 
written statement to this effect in the document. There has been some 
concern in the past that LC might be used in place of staff members 
taking part in industrial action. We had been told previously (LEaD) that 
there would be a statement in the new guidelines that made it clear that 

 

8.Concerns over copyright and 

ownership of material. 

 

 

 

 

9.Concerns that Lecture 

Capture will be used in place of 

staff members taking part in 

industrial action. 

 

 

 

 

8.To consider concerns 

that material could 

potentially be used 

without the consent of 

the main Content Owner. 

9. To note and respond to 
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LC could never be used for this purpose. Recording and editing (fifth 
bullet in L&T response at Question 6 above) The onus on the lecturer to 
be responsible for recording things that should be recorded is another 
impediment to adoption. Would be nice if someone could trim the 
beginning, end and middle break (but too much to ask to check the 
whole recording). But accept that this may not be possible. Also that it's 
an implementation rather than a policy detail (though liability is a policy 
thing). B (ii) “Wherever possible, recordings should be uploaded within 
48 hours to allow time for editing (see A v above), but always before the 
next teaching session” - This seems unnecessarily restrictive and see no 
reason to prohibit this in the guidelines. Some staff like to encourage 
use of lecture capture as an exam revision aid, but to discourage the 
temptation for students to skip a class intending to “catch up later by 
watching the video”. Doing so might legitimately involve delaying 
distribution of lecture capture to a later part of term.  

C (vii) “Any downloaded lecture capture recordings should be deleted 
from devices once they have served their purpose. For students, this will 
be on completion of the relevant assignment, or on leaving the 
University, whichever is sooner.” - This doesn’t seem to be enforceable. 
- Video lectures can be embedded without allowing for download. 
There’s no need to enable downloading video files. Once a file is 
downloaded there is no way to control how it´s used. In the case of 
videos where a combination of content including 1) original content, 2) 
third-party under educational fair use, public domain or open licensing, 
3) personally identifiable information such as student’s name, staff 
voices and personal traits, etc., it´s really problematic to be allowing 
downloading of video files, particularly when they are automatically 
recorded, shared unedited and created and distributed within an 
educational setting where access to the resources is paid for. 
Suggestion to include in guidelines where any access to LC is 
embedded via the virtual learning environment, not through downloaded 
files.  

D (iii) "Copyright Compliance” - The emphasis of this paragraph seems 
to be on placing the responsibility of compliance on the lecturer and 
students. Copyright and “fair use” is complex and not always obvious. It 
wouldn’t be fair to assume all staff are in a position to know exactly what 
is and is not permitted. Suggestion for a more supportive statement in 
this paragraph stating how advice / guidance can be given by the 
university to support good practice. Pedagogical Support It might be 
helpful for the document to contain links to, or at least a strategy for, 
pedagogical support of LC. This goes beyond how to use the setup, 
such as good practice (e.g. repeating students’ comments/ questions so 

10. View that it would be useful 

if IT could do basic editing of 

the beginning/ end and the 

middle break. 

 

11. Concerns that it is too 

restrictive to have to upload 

material within 48 hours. 

 

12. Concerns regarding the 

downloadable aspect of 

Lecture Capture material.  

 

 

13. Concerns that paragraph D 

(iii) “Copyright Compliance” 

places the responsibility of 

compliance on the lecturer and 

the students.  

10.To note/ comment 

 

11. To note/ comment 

 

12. To respond to 

 

13. To consider 

suggestion for a more 

supportive statement in 

paragraph D (iii) 

“Copyright Compliance” 

stating how advice / 

guidance can be given by 

the university to support 

good practice. 
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picked up by recording; using obvious ‘chapter heading slides’ to allow 
quicker navigation thought video), scope for innovation (e.g. asking 
viewers to pause the video to complete an exercise before resuming; 
flipped classroom based on previous LCs etc. 

 

SHS BoS 

 

 
No 

   

 

Law BoS 

 

 
No 
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APPENDIX 2 
For Board of Study (via School Learning & Teaching Committee)   

February – April 2020  

Access restrictions: n/a 
 

From: Georgia Moustaka, Quality & Standards Officer  
Subject: Lecture Capture Policy  
Status: For consultation    
Author(s): Rachael-Anne Knight, Associate Dean (Education) SASS  
Sponsor: David Bolton, Deputy President and Provost  

 

Executive summary 
 
Context: 
 
City’s current lecture capture policy dates from 2013 and is therefore highlighted as being of high 

priority for review in the Quality Manual Policy Database.  Additionally, there have been a number of 

technological changes in relation to lecture capture, whilst the Growing Access to Lecture Capture 

(GALA) project is adding lecture capture enabled rooms to City’s estate, which will make the 

technology available to more students and lecturers.  Furthermore, students have identified lecture 
capture as a priority to support their learning in the National Student Survey, Students’ Union survey, 

and through the commuter student working group.  Taken together, these drivers necessitate a review 

of the current policy. 
 

The revised policy has been drafted with reference to the policies of other institutions, City and sector 

research, and engagement with a variety of stakeholders.  It aims to address a number of aspects not 

currently covered, whilst providing clarity for all stakeholders. In particular it 1) sets out in more detail 

than previously the benefits of lecture capture for students, 2) provides updates necessitated by 
technological changes, and 3) clarifies expectations in the use of lecture capture (for example, the 

types of recordings made, and the timescales for making these available to students). 

 
STAGE 1 
Action(s) required from 
the School Learning & 
Teaching Committee: 

School L&T Committee are invited to: 
A. review the revised Lecture Capture Policy  

B. consider the questions outlined in Appendix 1 

C. provide a written response to the consultation  

STAGE 2 
Action(s) required from 
Boards of Studies: 
 

BoS are invited to: 
A. approve the outcomes and recommendations of the L&T Committee 

consultation outlined in Appendix 1 
B. provide any other comments   

 

Please provide your response directly to Georgia Moustaka via email using the template provided 
in Appendix 1 by Friday 17th April 2020.  
 
Georgia Moustaka 
Quality & Standards Officer 
Quality and Academic Development  
georgia.moustaka@city.ac.uk 
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REVISED LECTURE CAPTURE POLICY - DRAFT 
 

Scope : 

Policy to provide details of the use of Lecture Capture at the University for staff, students and visitors.  

Date approved/re-approved  

Seeking approval for 2020/2021 

 

To be read in conjunction with  

• Data Protection Policy (https://staffhub.city.ac.uk/policies/information-technology/data-
protection-policy) 

• Copyright Policy (https://staffhub.city.ac.uk/policies/library-policies/copyright-policy) 
• Intellectual Property Policy (https://staffhub.city.ac.uk/policies/research-and-enterprise-

policies/intellectual-property-policy) 
• Taught Student Attendance and Engagement Policy 

(https://staffhub.city.ac.uk/policies/student-and-academic-services-policies/taught-student-
attendance-and-engagement-policy) 

• Student Charter https://studenthub.city.ac.uk/student-administration/student-charter 

 
Equality and Diversity statement  
City, University of London is committed to promoting equality, diversity and inclusion in all its activities, 
processes, and culture, under its Public Sector Equality Duties and the Equality Act 2010. This includes 
promoting equality and diversity for all, irrespective of any protected characteristic, working pattern, 
family circumstance, socio-economic background, political belief or other irrelevant distinction.  

Where relevant to the policy, decision-making panels will ensure a reasonable gender balance (with at 
least one man and one woman) and will actively consider representation of other protected groups.  
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Lecture Capture Policy 

1. Background 

City, University of London seeks to support all students in their studies, and is committed to providing 
an inclusive learning environment. As such, the University strongly encourages the use of lecture 
capture.  Lecture capture is a system enabling audio and visual recordings of presented sessions for 
academic activities.  It is available to staff on an opt-in basis for the purpose of supplementing students’ 
learning and development.  This policy applies only to recordings made or distributed using the Echo360 
system, referred to as ‘lecture capture’ hereafter. 

Both within the sector, and at City, University of London, student feedback indicates a growing 
appreciation of lecture capture, and desire for recordings of lectures to be provided.  Whilst there are 
often concerns that lecture capture may affect attendance or engagement, the majority of the 
published literature shows that this is unlikely to be the case, and that the potential benefits to students 
outweigh this risk (see resources, under 3 below, for links to further reading and literature summaries).  
The benefits of lecture capture include: 

o Viewing missed content 
o Revision of complex concepts 
o Being able to engage more fully in the lecture, because a recording exists from which to 

revisit any incomplete notes 

Thus, lecture capture can be used to reduce cognitive load, encourage distributed practice, and 
personalise learning.  In particular, lecture capture can be of benefit for 

o Students who have a disability or learning difference 
o Students who are not native speakers of English 
o Students who miss occasional sessions due to ill health, caring, or other commitments, 

or due to travel delays, which is especially pertinent for City’s large group of commuter 
students. 

The recording of taught sessions is one of the ways in which the University makes reasonable 
adjustments for disabled students under the terms of the Equality Act 2010. However, all students may 
benefit from the opportunity to have access to recorded sessions in line with the UK Quality Code for 
Higher Education, which requires institutions to provide an inclusive environment, where all students 
have access to equivalent learning opportunities. 

Whilst lecture capture is not currently available in all teaching spaces at City, it is undergoing expansion, 
with a target of all lecture spaces being enabled for lecture capture by 2021/22.  This expansion is 
alongside revisions to the supporting infrastructure, including refinements to, and streamlining of, the 
booking process.  When the expansion project has completed, this policy will be further revised. 

We acknowledge that the recording of lectures raises questions for staff and students, particularly in 
relation to how recordings are used.  This policy therefore aims to address these questions and provide 
clarity for all stakeholders. 
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2. Policy 
A. Making recordings 

i. All efforts will be made to ensure operational reliability of the system and hardware; however, 
recordings cannot be guaranteed. 

ii. It is recommended that all lectures are recorded, whereby a lecture is defined as a lecturer 
addressing a group of students. 

iii. Some lectures may not be suitable for recording, for example if: 
a. An effective pedagogical approach would need to be changed significantly for recording 

to take place 
b. They include a high proportion of student group work 
c. They include large proportions of sensitive or confidential information, which it would 

be impractical to edit out  
d. If recordings are provided in alternative formats, for example in a flipped classroom 

model 
iv. Thus, in general, seminars, labs and tutorials will be less suitable for lecture capture, but staff 

are also encouraged to record these sessions if there are benefits for students. 
v. Staff may pause and restart recordings (this facility is available in most rooms), or may edit their 

recordings (for example in relation to iii c), where this is helpful for student learning, but there is 
no requirement to do so. 

vi. Guidance is provided for staff and students on how to get the most from lecture capture (see 3 
below), although staff should prioritise the live lecture and not change their teaching style solely 
to suit lecture capture. 

vii. When recording, lecturers should include audio and slides as a minimum, but may also opt to 
record video, as this provides a more personal experience for students viewing the recording, 
shows gestures to the screen, and sometimes writing on the board. 

viii. Students should be informed that lecture capture recording is taking place at the start of the 
lecture, via signage in the room, and in the programme handbooks (see also D iv) 
 

B. Publishing recordings 
i. Recordings will be made available on the virtual learning environment (VLE), Moodle, to 

students enrolled on the module/s for which the recordings have been made. 
ii. Wherever possible, recordings should be uploaded within 48 hours to allow time for editing (see 

A v above), but always before the next teaching session (such as the next lecture, or follow-up 
tutorial) so that student learning is facilitated.  However, in situations where this is not possible 
(such as when the next teaching session is on the same day), this should be explained to 
students in advance. 

iii. Whilst the default is for recordings to be available via streaming, staff are encouraged to allow 
their videos to be downloaded, to facilitate viewing in situations where internet coverage is 
limited (this particularly supports our international and commuting students).  

iv. Original recordings will be kept for 30 days after the recording is made to facilitate editing. 
Echo360 delete Lecture Capture recordings that are two years or older on 1st June each year. 
Lecture capture Content Owners (the primary lecturer associated with the recording) can 
download a local copy of an audio file or video file for reuse in a module.  See the Echo360 
Lecture Capture Retention Process for further information (currently being prepared)   
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C. Uses of recordings 
i. Lecture capture is not a substitute for face-to-face teaching, or attendance at lectures. Students 

are expected to attend all timetabled sessions (see Taught Student Attendance and Engagement 
Policy, and Student Charter), in order to interact with their lecturer and peers, building a 
learning community.   

ii. Student guidance on how to get the most from lecture capture is provided (see 3 below). 
iii. Staff may wish to use recordings to review their own teaching, or for use in Peer Supported 

Review of Education. 
iv. Staff may find it beneficial to use analytics from their recordings to understand how and when 

their recordings are used, and which parts of lectures are most challenging for students, with 
the aim of further improving teaching and learning. 

v. Recordings are not for use in performance management, although the University reserves the 
right to use recordings in formal disciplinary and complaint procedures, in cases of serious 
misconduct.  

vi. Lecture capture recordings are only for the personal use of staff and students, and must not be 
publically disseminated, in whole or part, including via social media. 

vii. Any downloaded lecture capture recordings should be deleted from devices once they have 
served their purpose.  For students, this will be on completion of the relevant assignment, or on 
leaving the University, whichever is sooner. 

viii. The University retains the right to withdraw a recording at any time if concern is raised due to, 
for example, potential infringement of copyright, or data protection issues. 
 

D. Legal considerations 

These aspects of the policy have been informed by Jisc’s guide to legal considerations relating to lecture 
capture (https://www.jisc.ac.uk/guides/recording-lectures-legal-considerations, which provides 
additional explanation for each item below. 

i. Intellectual Property In accordance with the University’s policy on Intellectual Property, the 
copyright in teaching materials and electronic recordings of lectures will normally reside 
with the University.  

ii. Performance rights and moral rights Staff will be required to assign performance rights in 
lecture capture recordings to the University, and to waive moral rights.  This is for the 
purpose of allowing the University to manage recordings (for example, to archive, move or 
delete files) without seeking the permission of those appearing in them. 

iii. Copyright Compliance.  Staff using the lecture capture system must ensure that any 
materials recorded by the system do not breach third party copyright. It is the responsibility 
of individual members of staff, students or others working on behalf of the University to 
make legitimate use of third party material.  Where material authored by others is used in 
presented sessions, the individual must determine whether that material is subject to 
copyright by considering whether the intended use is either: lawful under statutory 
exception (for example “fair dealing for purposes of criticism or review”), or permitted by 
licence.  If neither of the above applies, the individual must obtain permission from the 
copyright holder. This permission should be retained by the individual who requested it until 
such time as use of the copyrighted material is no longer required. If the copyrighted 
material is transferred to an archive, the permission documentation must also be 
transferred.  
 

iv. Consent    
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a. University Staff. Staff wishing to use lecture capture must opt in to the system by 
consenting to the conditions laid out in the lecture capture consent form.   

b. Guest Speakers.  Staff who wish to record guest speakers must ensure they have 
obtained agreement from the speaker(s) in advance. Speakers should be made aware 
that they will be recorded and should agree to the intended use(s) of the recording. 
They will need to sign the appropriate consent form.  

c. Students.  Students will be notified of the potential to be recorded in programme 
handbooks and at the start of any module where lecture capture is in use. In addition, 
signs are posted in all lecture captured enabled rooms. In the interest of privacy and 
safety, they will have the ability to opt-out of appearing in any recordings, and, if opting-
out, be advised to sit outside of the range of the camera.  If lecture capture is to be used 
to record a student presentation or performance, written consent must first be 
obtained from the student/s using the appropriate consent form. 

v. Data Protection Personal data will be stored and managed in accordance with the 
University’s policy on data protection. 

 

3. Guidance 

A number of sources of guidance are available, as follows. 

• Student guidance for viewing lecture capture: 
https://sleguidance.atlassian.net/wiki/spaces/STETG/pages/199426049/Viewing+Lecture+Captu
re+Recordings 

• Top tips for students using lecture capture: 
https://mediaspace.city.ac.uk/media/Lecture+Capture+Tips+for+Students/1_9l7zk0te 

• Staff guidance to the technical aspects of using lecture capture at City: 
https://sleguidance.atlassian.net/wiki/spaces/LectureCapture/overview 

• Staff guide to the published evidence on lecture capture: 
Currently being created 
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APPENDIX A – CONSULTATION QUESTIONS  

STAGE 1 - SCHOOL LEARNING AND TEACHING COMMITTEE RECOMMENDATIONS TO THE BOARD OF 
STUDIES  

1. Does the Learning and Teaching Committee agree with the principles and scope of the policy?  
� Yes 
� No 

If ‘No’, please provide details of your rationale and the proposed updates or revisions:  

 
 

 

2. Are there any terms or concepts that require further explanation for clarity? 
� Yes 
� No 

If ‘Yes’, please outline: 

 
 

 

3. Does the Learning and Teaching Committee agree with the following aspects of detail, which are 
new to the revised policy? 
a) the recommendation to include slides and audio as a minimum in recordings (2, A, vii)  
b) recommendation to make recordings available within 48 hours or before the next teaching 

event (2, B, ii) 
� Yes both 
� Only a 
� Only b 
� Neither  

If you did not agree with both please provide a rationale for your answer above:  

 
 

 

4. Are there any additional recording scenarios or situations that should be included in the policy? 
� Yes 
� No 

If ‘Yes’, please outline: 

 
 

 

5. Are there any additional aspects of policy or guidance that should be referenced? 
� Yes 
� No 

If ‘Yes’, please outline: 
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6. Does the Learning and Teaching Committee have any further comments for consideration by 
Board of Studies? 
� Yes 
� No 

If ‘Yes’, please outline: 

 
 

 

STAGE 2 - BOARD OF STUDIES 

7. Does the Board of Studies have any further comments for consideration by Educational Quality 
Committee? 
� Yes 
� No 

If ‘Yes’, please outline: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

___/___/2020 
Date of Boards of Studies considered and approved the Learning and Teaching Committee 
recommendations 

 

 

 

 


