Recorded Content – Guidelines and Retention
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[bookmark: _Purpose]Purpose
Why we have recorded content guidelines
[bookmark: Applying_Retention_to_Recorded_Content]Just because we have the ability to record, doesn’t mean that we should record every meeting. 
When hosting a meeting, consider whether you need to record and why. Recording without a specific reason is not worth the extra liability, unnecessary storage, and risk to the College and your department. 

Keep in mind that if an online meeting or event is recorded, it:
· Is a record of the College (per The Management and Budget Act – Act 431 of 1984 – Section 18.1284-Section 18.1292) and has to be managed in accordance with LCC’s retention schedules.
· Could be releasable under the Michigan Freedom of Information Act (FOIA) (Public Act 442 of 1976, as amended) and LCC’s FOIA Policy.
· There is a possibility of interpretation or misinterpretation of any verbal or visual exchanges captured on the recording.
· Is discoverable during litigation.
· Could become part of an investigation.
· May have privacy implications (FERPA, HIPAA, etc.).
· Also keep in mind what can be viewed in the background of any participant’s video feed.
· Takes up a lot of storage space.


[bookmark: _Scope]Scope
To whom do these recorded content guidelines apply
These guidelines apply to all LCC employees that have recorded an online meeting or event or may record an online meeting or event in the future. Every employee who creates a recording is responsible for the retention and deletion of the recording according to LCC’s Retention Schedules.

[bookmark: _Recording_Online_Meetings]Recording Online Meetings
A. [bookmark: _Reasons_to_Record]Reasons to Record an Online Meeting:
· You intend to post a digital recording of the meeting online for a public or select audience to watch after the fact, or you expect that you will need to repurpose the meeting (for example, by making a live training session to one audience available to other audiences in a recorded format).
· You would have recorded the meeting anyway in the ordinary course of business, if you were conducting it in person or by telephone.
· You expect that certain critical invitees will not be able to attend the meeting, and it would be insufficient simply to provide them with a slide deck, minutes, notes, or briefing of the meeting after the fact.
· You find during the meeting that one or more attendees is having connectivity problems, and it would be insufficient simply to provide them with a slide deck, minutes, notes, or briefing of the meeting after the fact.

B. [bookmark: _Reasons_Not_to]Reasons Not to Record an Online Meeting:
· If you wouldn’t record the meeting if it were in-person, there is no reason to record it online.
· If you conduct the same training session multiple times.
· If you’re not able to obtain authorization from meeting attendees.
· The Supplement to the Ethics and Standards of Conduct Policy (Policy 4.070) states that “Recording, including video or audio recording, any LCC employee without his/her prior authorization” is a prohibited behavior.

C. [bookmark: _If_you_are]If you are Recording a Meeting:
· Tell the audience:
· That you are recording the event.
· How you plan to use the recording.
· Who will be able to see or hear the recording.
· Use file naming conventions decided on by your division or department, or according to those suggested in File Naming Standards.
· Use folder structure schemes decided on by your division or department, or according to those suggested in Folder Structure Standards.



[bookmark: _Applying_Retention_to]Applying Retention to Recorded Content
	Type of Content
	Record Series
	Retention 
	Notes

	Meetings
	GS3.03 – Meeting Records - Recordings (C) All Other Recordings of Meetings
	Meeting Date
PLUS: 2 years
	

	Meetings – Recorded for Minutes Transcription
	GS3.03 – Meeting Records - Recordings (A) Recordings of Meetings for Minute Transcription
	Meeting minutes finalized
PLUS: 1 day
	

	Meetings – Recorded for Absent Participant
	GS3.03 – Meeting Records - Recordings (B) Recordings of Meetings for Absent Participants
	Until absent participants have viewed recording
	

	Board Meetings
	1401 – Board of Trustees (BOT) Meeting Records
	Permanent
	(Legal citation: MCL 389.113) “The trustees shall keep a written or printed record of each regular or special meeting of the board, which record shall be available to the public in compliance with Act No. 442 of the Public Acts of 1976, being sections 15.231 to 15.246 of the Michigan Compiled Laws.” 

	Meeting Transcripts
	GS3.04 – Meeting Records - Non-Recordings (C) All Other Meeting Records
	Meeting Date
PLUS: 2 years
	

	Meeting Chat
	GS3.04 – Meeting Records - Non-Recordings (C) All Other Meeting Records
	Meeting Date
PLUS: 2 years
	

	Events
	GS3.10 – Event Records
	Date of Event
PLUS: 3 years
	



[bookmark: _Retention_of_Transcripts]Retention of Transcripts & Chats
If a transcript is created from a meeting recording and saved separately from the meeting recording it then becomes a separate record. Transcripts of meetings are considered meeting records, but not a meeting recording as recordings are in audio and/or video formats. 
The retention for transcripts can be found in the chart above.

Meeting chat threads aren’t considered a separate record unless they’re saved separately from the meeting recording. If the chat thread from a meeting is saved it is considered a meeting record. 
The retention for meeting chats can be found in the chart above.
[bookmark: _Administration_of_Recorded]Administration of Recorded Content
A. [bookmark: _Recordings_in_Webex]Recordings in Webex
To find the Webex recordings that you have access to view and those for which you are responsible for the retention:
· Log in to myLCC.
· On the “Work” tab, scroll down to find “Webex” in the list of resources in the Employee eToolbox on the right side of the page. Click on it to log in.
· After logging in (with your star.lcc.edu email address) you’ll be taken to the Webex website “My Webex Meetings.”
· In the left side navigation list, click on “Recordings.” This will bring up a list of all the recordings of meetings to which you have access.
· For each item on the list, you have the option to download or share by clicking the appropriate icon on the right side of the entry. (Hover over the icon to see which is which.)
· For each item on the list that you created, you have the option to delete them by clicking on the appropriate trash can icon on the right side of the entry.
· For recordings that are shared with you, you’ll not be able to delete them. That responsibility belongs to the person who created the recording.

B. [bookmark: _Recordings_in_Kaltura]Recordings in Kaltura
· Recordings in Kaltura should be retained according to their content type. 
· Videos stored in Kaltura are automatically deleted if the video has not been accessed/played in four (4) years. (Kaltura Storage Management Procedure)

C. [bookmark: _Accessibility_of_Recordings]Accessibility of Recordings
· All recordings you create or share should be accessible according to LCC’s Accessibility Guidelines. 
· Transcripts and meeting chats that may be saved outside of the meeting recording should also meet LCC’s accessibility standards.

[bookmark: _Where_to_Store]Where to Store Recordings
Webex, Zoom, Teams and other meeting platforms are not long-term storage repositories. You will need to take steps to move the recording to a more appropriate storage area where it can be retrieved, opened, viewed, and shared for the duration of its retention. There are two main options for storing recordings.

On the Drives:
According to LCC’s File Storage Guidelines:
· Recordings created and/or stored for inter-office use should be stored on Divisional/Departmental workspace (N: drive), LCC-all-public (O: drive), or on SharePoint (for files that require collaboration).
· If a recording is created and/or stored for use only by you, it should be stored on your personal H: drive.

MediaSpace
· MediaSpace is the “client-facing” website for the Kaltura platform.
· The My Media section on mediaspace.lcc.edu allows you to upload a recording and also see the recordings you are responsible for in order to view, share or delete them.

Please note that you should not store recordings on your local workstation, thumb drive, or external hard drive.

[bookmark: _Definitions]Definitions
FOIA - Freedom of Information Act - The federal freedom of information law that requires the full or partial disclosure of information and documents controlled by the U.S. government upon request.
· Michigan FOIA - Michigan Freedom of Information Act – “It is the public policy of this state that all persons, except those persons incarcerated in state or local correctional facilities, are entitled to full and complete information regarding the affairs of government and the official acts of those who represent them as public officials and public employees.”

Meeting Chat – The comments, responses, links, and files entered in the instant messaging area of the meeting platform during a meeting or event. (Related Term: Chat)

Record - Recorded information prepared, owned, used, in the possession of, or retained by a public body in pursuance of legal obligations, in the performance of an official function or in the transaction of business. (Michigan Freedom of Information Act (FOIA) (MCL 15.231- 15.232, as amended))

Recorded Content - Captured audio and/or video content from a meeting or event that is stored in a format and location that can be heard or seen later. (Related Term: Recording)

Retention - The length of time records, non-records, data or other information must be kept to meet administrative, fiscal, legal, or historical requirements.

Retention Schedule - A legal document that defines how long each record, regardless of its physical format, should be retained. (Also referred to as a Records Retention and Disposal Schedule.)

Transcript - A written record that is a verbatim account (or near verbatim account) of what was spoken at a meeting. (Related term: Transcription)

Contact Information
LCC Records & Information Management (RIM) Program
LCC-RIM@lcc.edu
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