Model Policy: Recording of Parish Council Meetings
1. Purpose
This policy sets out how Coppull Parish Council manages the recording of its meetings to ensure transparency, accountability, and respect for all participants.
2. Legal Framework
• 	Recordings must not disrupt proceedings or infringe on the rights of others.
• 	Confidential/exempt sessions are not subject to recording.
3. Council Recordings
• 	The Parish Clerk may record meetings to assist with accurate minute‑taking and governance.
• 	These recordings are considered working notes and not the formal minutes.
• 	Formal minutes, once approved, remain the official record of the meeting.
4. Access to Recordings
• 	Councillors may request to listen to recordings for the purpose of verifying accuracy or addressing concerns about conduct, before signing off the minutes.
5. Storage and Retention
• 	Recordings will be securely stored by the Clerk.
• 	They will be retained until the minutes of the meeting are formally approved, after which they will be deleted unless required for governance or legal purposes.
6. Conduct and Safeguards
• 	All participants are expected to behave respectfully, knowing that proceedings may be recorded.
• 	Any inappropriate or unlawful comments (e.g. racist language) captured in recordings may be reported to the relevant authority.
• 	The Chair is responsible for reminding attendees of this policy at the start of each meeting.
7. Review 
This policy will be reviewed annually or upon changes in legislation.
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