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Electronic Recording of ARRL Meetings
ARRL Board and committee meetings may be electronically recorded for the purpose of preparing accurate Minutes. State and federal laws govern electronic recording of conversations, most strictly when employees are participants and when any party participates by telephone or speakerphone. In addition, careful handling and disposal of electronic recordings is necessary in order to prevent breaches of confidentiality that may be contrary to the best interests of the ARRL.
Committees of the Whole, in both Board and committee meetings, will not be electronically recorded.

If meetings are to be electronically recorded, regardless of the recording technology that is used, the following guidelines are to be followed:
All participants will be notified that the meeting is being electronically recorded.
If the meeting involves anyone participating by speakerphone, telebridge, telephone, or any other electronic means other than in-person, the express consent of all participants to the recording (not just those participating by telephone) must be obtained before the recording can be done. Unless the consent of all participants is obtained in this context, no recording can be made.
For meetings not involving participation by speakerphone, telebridge, telephone, etc., the following procedures will apply:

· For Board meetings, the Secretary will publish an announcement with the call for the meeting.

· For committee meetings, the chair will make an announcement at the beginning of the meeting and will also inform any participant who joins the meeting later.
· Written notice of the fact that Board and committee meetings may be electronically recorded will be posted at ARRL Headquarters in the appropriate location for employees’ information. This notice will conform to the requirements of current applicable laws.

Not more than one electronic recording will be made of a meeting.

· For Board meetings, the official recording will be made by Staff under the supervision of the Secretary.

· For committee meetings that are to be recorded, the chair will designate one participant to make the recording.
· Other participants in Board and committee meetings will not make electronic recordings of the proceedings.

Recordings will be stored and used carefully.

· Recordings will be stored in a secure manner.
· Recordings will be used in such a way that only authorized people can hear the recordings.
Recordings will be disposed of when preparation of Minutes is completed.

· For Board meetings, recordings will be disposed of 30 days after the Minutes are published to the membership.
· For committee meetings, recordings will be disposed of 30 days after Minutes are circulated to the committee members.
· Disposal of recordings may be by deleting files, erasing the media, physically destroying the media, or another effective means, depending on the recording technology that was used.

Responsibility

· For Board meeting recordings, the Secretary is responsible for the notification of participants and for the proper storage, use, and disposal of recordings.

· For committee meeting recordings, the chair is responsible for the notification of participants and for the proper storage, use, and disposal of recordings.

Questions about the electronic recording of ARRL meetings should be directed to the Chief Executive Officer.

No recordings should be made of any conversations between non-staff elected Officers or Directors with members of the ARRL Staff outside of the context of any Board or committee meetings without the express consent of the Staff member and the Chief Executive Officer.
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