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Recording Policy

The purpose of this policy is to set forth expectations regarding the recording of classes, meetings or other
conversations at the College, offsite at College organized events, funeral homes, clinical cases, and over the
phone between members of our community. The intent of this policy is to strike a balance between the
legitimate uses of audio and visual recordings, and concerns, including compliance with the law, privacy, and
protection of intellectual property. In an effort to promote the freedom to share ideas and to respect the
privacy of community members, the secret recording (in all forms) of meetings or other conversations is
prohibited. Classes may be audio recorded by the instructor, or by a student in the class (the student must

submit a request in writing), with the prior written consent of the College President, set forth in the policy.
Policy

It is expected that faculty, students, and staff, will respect the privacy of other individuals in the workplace
and educational setting. Consequently, the secret recording (audio or video) or photographing of classes,
meetings or other conversations, including telephone calls, is prohibited. The College does not condone
recording of any College activities when participants are unaware that such recordings are being made. In
order to promote an environment of trust and collegiality, recordings may be made only with the prior
consent of the parties involved. No employee, student, or those who are listed on the student’s release form,
may use a device to observe, or record the activities of another which occur in any private place, meeting,
telephone conversation, public view, funeral home property, preceptor location, organized event, clinical
cases, and out of the public view unless the person making the recording gets the consent of all the persons
observed.

Audio recording (audiotaping), photorecording (or photographing), video recording (videotaping) and/or
digital recording in any format is prohibited of any setting which has a deceased body, may have the deceased
near, or within the proximity is strictly prohibited.

Audio recording (audiotaping), photorecording (or photographing), video recording (videotaping) and/or
digital recording in any format, including cell phones, of lectures, lecture/assessment material, comprehensive
exams, laboratories, laboratory material, clinical settings, especially embalming labs, is prohibited without the
written permission of the instructor(s), preceptor(s), faculty, or College President. All requests for such
recordings (tapings) must be submitted to the instructor(s) or faculty member(s) in writing prior to the
lecture, laboratory, or clinical experience, and approved by the College President. If approved, the student
must be present while recording (taping), unless there are previously approved extenuating circumstances. All
such recordings (tapings) are for the exclusive use of the student who has been given permission to record
(tape), and cannot be distributed to other students without the written permission of the College President.
Distribution of recorded (taped) lectures or lecture materials in any format or venue without written
permission will result in disciplinary action. In any event, no recording may be shared or distributed outside
of the College without the written permission of the President.

Audio recording (audiotaping), photorecording (or photographing), video recording (videotaping) and/or
digital recording in any format of meetings with instructors, faculty and/or administrators is strictly
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prohibited. Unauthorized recordings (tapings) are unprofessional and will result in disciplinary action. The
Meeting Form must be completed and signed prior to conducting the meeting.

Covert/secret recording of any in-person or telephone conversation or meeting occurring at the workplace,
including any classroom or other educational setting, or conversations or meetings on campus or offsite that
deal with workplace or educational matters is prohibited. Employees are also prohibited from arranging for
others to record conversations, telephone calls, or other work or educational activities, unless specifically
permitted by all participants with the approval of the College President. It is also a violation of this policy to
download recorded conversations to a computer, upload them to the internet, or otherwise share, transmit or
publish such recordings without the prior written consent of all participants (unless the instructor or College
President has agreed in writing to such action and the recording is a recording of the instructor’s class or
other approved circumstances). All written consents must be submitted to the College President and placed
within the HR record, or student record, for record maintenance purposes.

ADA students who have approved accommodations for class recordings may record class lectures. Qualified
ADA individuals with documented disabilities, who have College approved accommodations, may have the
appropriate auxiliary aids to enable them to participate effectively in the educational program. In all
circumstances, class recordings by students may not be downloaded to anothet's computer, uploaded to the
internet, or otherwise shared, transmitted or published without the further, prior written consent of the
College President.

Video recordings present additional privacy concerns, and potential concerns with copyright and intellectual
property issues. Therefore, video recordings should only be allowed under conditions completely understood,
submitted in writing, and approved by the College President. Students are not permitted to video record of
any kind unless a student has been previously approved due to a disability. Video recordings shall not be
publicly shared, such as on the internet or in public viewings, without the written consent of the College
President. Instructors may record their own lectures, using a College-owned and sanctioned technology, and
make such recordings available to students in the closed Learning Management System environment, for
purposes of private or group study, tutorials, training, educational resources, or for recorded lecture purposes.

Classes may be audio recorded by the instructor, or by a student in the class (the student must submit a
request in writing), for only the purpose of studying with the prior written consent, approved by the College
President. In all circumstances, class recordings by students may not be downloaded to another's computer,
uploaded to the internet, or otherwise shared, transmitted or published without the further, prior written
consent of the College President.

Photography of any kind is prohibited in College labs, funeral homes, preceptor locations, during clinical
cases, or the like.

Surveillance cameras/equipment and software is placed on campus by authotized campus personnel to
prevent or deter crimes and protect public safety and to facilitate official College investigations into criminal
activities or violations of campus policy.
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Violation of the law may lead to ctiminal sanctions and/or exposure to civil liability. Within Pierce Mortuary
Colleges, violation of this policy by a student may lead to disciplinary action. Violation of the policy by an
employee may lead to disciplinary action up to possible termination.
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