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AI Meeting Recording Policy
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This policy applies to all trustees, other volunteers, employees, contractors, and third-party representatives of the charity.  Its requirements should be reflected in other policies and procedures, agreements and contracts, as necessary. 
What Is AI Meeting Recording?
AI tools can record meetings, turn speech into text, and create summaries. These tools help by:
· Making meetings easier to review.
· Capturing decisions and actions.
· Helping remote and hearing-impaired staff.
· Reducing mistakes in note taking.
But there are risks too:
· Misunderstanding accents or missing context.
· Recording sensitive information by accident.	
· Keeping data too long or without consent.
· Sharing data without proper checks.
Using AI Meeting Tools
Only Record When Necessary. Record meetings when it is a requirement or valuable to do so, such as Board meetings. The Charity Commission E&W has issued guidance on managing meetings (CC48) and the Fundraising Regulator guidance on documenting fundraising decisions. 
Only Use Our Organisation’s Approved AI Tool. We do not allow personal or third-party AI recording tools at our meetings. Using one approved system ensures:
· Data stays secure and under our control.
· GDPR compliance is maintained.
· We avoid potential accidental sharing with external organisations.
· Consistent retention and deletion rules apply
Tell People First. Always let everyone know before recording. Use simple wording like: “This meeting will be recorded and transcribed using our organisation’s AI tool. Please tell us if you have concerns.” People must be able to opt out.
Keep It Accurate. AI isn’t perfect. Someone must check transcripts and summaries before sharing. Take extra care where these involve complex or important issues, or to discuss legal or safeguarding meetings.
Protect Confidentiality. 
· Store recordings securely (encrypted systems, limited access)
· Delete after the agreed time (e.g., 90 days)
· Remove sensitive details before sharing
Good Practice Tips for Everyone in Meetings
· Only share confidential or sensitive personal information if it is necessary.
· Keep it to the minimum needed – don’t include extra details.
· Speak clearly and avoid talking over others – this helps AI capture accurate notes.
· Pause before discussing sensitive topics – check if recording is still needed.
· If you’re uncomfortable being recorded, speak up – you have the right to opt out.
Choosing the Right Tool – Checklist
When picking an AI meeting tool, check these points and why they matter:
· GDPR Compliance – The tool must follow UK data protection law.
· Consent Features – Does it prompt participants or allow opt-out?
· Secure Storage – Does it encrypt data and allow restricted access?
· Data Location – Can data be stored in the UK or EU to provide better protection? 
· Retention Controls – Can you set how long data is kept?
· No Unauthorised Data Use – Does the vendor promise not to use your recordings for AI training without consent to prevent data being shared or misused?
· Integration – Does it work with your existing platforms (Teams, Zoom)?
· Cost and Support – Is it affordable and does it offer help if things go wrong?

Common Gaps Across AI Tools
· Automatic consent prompts: Only some enterprise tools (like Teams) do this well.
· UK data hosting: Many US-based tools (Otter.ai, Fathom) do not guarantee UK/EU storage unless on premium plans.
· Retention controls: Some tools lack granular deletion settings.
· Vendor data use: Always check contracts—some tools use transcripts for AI training unless you opt out.
Retention Period
Recordings and transcripts should be deleted after 90 days unless there is a legal or governance reason to keep them longer.   
Version Control - Approval and Review
This policy will be reviewed periodically, or following an incident, change in legislation, or other significant factors.
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Regulatory Guidance

Charity Commission E&W.
Decision making for charity trustees.
CC48 – Charities and meetings.

Fundraising Regulator – Documenting your fundraising decisions.
 
The ICO provides detailed guidance on how AI systems must comply with UK GDPR. Key points include:

· Lawfulness, fairness, and transparency – You must tell people when AI is being used and why.
· Data minimisation – Only collect what is necessary for the meeting purpose.
· Accountability – Complete a Data Protection Impact Assessment (DPIA) for AI tools.
· Explainability – Be able to explain how AI-generated outputs (e.g., summaries) are produced.
· Retention and security – Set clear deletion timelines and use encrypted storage.

[bookmark: _Hlk133738093]Disclaimer & Legal

This document may be used by non-profits and may not be used on a commercial basis, without our prior written approval.  Copyright and all other intellectual property rights of this and any derivatives of this document are retained by Alumna to the fullest extent possible in law.  

We are neither lawyers nor accountants, so are unable to offer professional advice.  Even if we were, we could not offer advice that would adequately cover all charities or all circumstances.  This draft policy is an example only and not intended to be taken into use as is. If you have a regulator other than the Charity Commission, there may be other requirements that are not necessarily included in this example policy. 

In using this draft policy, you are accepting that you will take all necessary steps, including seeking professional advice, to ensure the policy approved meets fully your charity’s needs and complies with all regulatory and legal guidance, keep it under regular review and ensure it is up-to-date and that we have no responsibility whatsoever for any loss or detriment that may arise from using it.  I have included links to regulatory guidance, and you can find pro bono support using the Charity Excellence Help Finder.

Ethics note: AI was partially used in researching this guide. 

Ian 

Ian McLintock ½ Founder
ian@charityexcellence.co.uk
www.charityexcellence.co.uk
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