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Policy Title Telephone Recording Policy  

Policy Reference WA/TRP 

Description 
This document sets out the policy regarding the 
recording all telephone calls 

Status Non-Statutory 

Category Academy 

Person 
Responsible 

S Linton – Head of IT Services 

Version  V 1.5 July 2025 

Other relevant 
policies 

 

Adopted by the 
Governing Board 
on 

N/A 

Next Review Due  July 2027 

Data Protection 
Data will be processed in line with the requirements and 
protections set out in the General Data Protection 
Regulation 

 
Version Records 

Version Date Description 

1.1 March 2017 Policy implemented 

1.2 November 2018 Policy revised 

1.3 January 2021 Policy revised 

1.4 July 2023 Review 

1.5 July 2025 Review 

1.6   

1.7   
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Introduction 

Walsall Academy has a telephone system which is capable of recording 
conversations. Like many other organisations, this is a standard practice that 
allows the recording of telephone calls for quality monitoring, training, 
compliance and security purposes.   

All calls to and from Walsall Academy will be recorded and unretrieved calls 

will be retained for 90 days.  Retrieved calls will be retained for as long as is 

deemed reasonably necessary. These recordings will only be used for the 

purposes specified in this policy. 

Purpose of this Telephone Recording Policy  

In order to maintain high standards and to protect the public and staff, we 

record all telephone calls. 

  

We shall ensure that the use of these recordings is fair and that we comply 

with the requirements of the relevant legislation. This includes:  

• The Regulation of Investigatory Powers Act 2000;  

• The Telecommunications (Lawful Business Practice) (Interception of 

Communications Regulations) 2000;  

• The Telecommunications (Data Protection and Privacy) Regulations 

1999;  

• The Human Rights Act 1998; and 

• General Data Protection Regulations (GDPR) 2018; The Data 

Protection Act 2018 

Scope of Policy 

All calls will be recorded. A call will not be retrieved or monitored unless:  

It has been strictly authorised by the Headteacher and is necessary to: 

 

1. Investigate a complaint or concern; 

2. Investigate verbal threats or threating behaviour against a member of 

staff; 

3. Investigate a threat to the health and safety of staff or visitors; 

4. Investigate prevention or detection of crime;  
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5. Retrieve specific information regarding Safeguarding issues; 

6. Check compliance with regulatory procedures; and  

7. Aid standards in call handling through use in training and coaching 

Walsall Academy staff. However, this will only be permitted if the 

recording is edited so that the caller remains anonymous and the 

member of staff who was party to the call agrees to its being used in 

this way.  

Collecting evidence 

Any recorded telephone or video images (CCTV) or photographic evidence 

collected as part of investigations will be processed fairly and lawfully in 

accordance with the GDPR insofar as it will be:- 

• Adequate, relevant and not excessive; 

• Used for the purpose(s) stated in this policy only and not used for any 

other purposes; 

• Accessible only by the senior member of staff conducting the 

investigation and after securing permission from the Headteacher; 

• Treated confidentially; and  

• Stored securely. 

 


