


1. Policy context

1.1 Relevant College policies and guidelines

When relevant, this policy should be considered alongside the College’s:

e Freedom of Speech statement

e Media Policy

e Safeguarding Policy

e Data Protection Policy

e Social Media Guidelines

e PREVENT Policy

e Specific filming, photography and audio recording policies for the
Conference Office and College initiatives such as the Intellectual Forum and
China Forum

e Licence Agreement(s)

e Conference, Chapel, accommodation or partnership contracts

e Code of Conduct for Dining in Hall

e Rules on Behaviour for Students

e College Regulation B5

e Staff handbook.
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o walkways, fire exits and fire escape routes are kept clear of people
and equipment at all times

electrical equipment brought on site is safe and PAT tested
o electrical points are not
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e giving attendees advance notice that filming will take place, ideally in
writing

e displaying signs at event entrances stating that filming will be taking place,
how footage will be used, and where it will be published (a standard
perimeter sign template can be downloaded here).

e making an announcement about filming at the start of the event

e giving individuals the option to not be included in published footage, either
by wearing an identifier such as a sticker, badge, or lanyard, or being shown
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4. Media requests

All filming requests from media representatives and production companies,
including student media organisations, must be directed to the Communications
and Marketing Manager at the earliest opportunity.

In most cases the representative or company will be asked to submit a permission
request form, which the Communications and Marketing Manager will review and
escalate if necessary.

If a media representative is attending an external room hirer’s event:

e filming will only be permitted in the room(s) included in the booking
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