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RECORD OF SECRET FILMING AND RECORDING PROPOSALS
Comedy and Entertainment Programmes

“Any proposal to carry out secret recording, other than for note-taking purposes, must be referred to Editorial Policy. This should be prior to approval by the relevant senior editorial figure or, for independent production companies, by the commissioning editor.  
The gathering and broadcast of secretly recorded material is always a two-stage process, requiring a justification for any intrusion at each stage. So, the decision to gather is always taken separately from the decision to transmit.”
7.4.13 Editorial Guidelines
This form must be used to record the two-stage approval process, providing a record that authorisation has been sought to gather the material and then later to broadcast it.  The authorisation to broadcast may be recorded by email.  
A signed record must be kept of the approval process, even if the request is turned down. Each Division must also maintain a log of secretly recorded material even if it is not broadcast. 
This form should be completed in accordance with the BBC Editorial Guidelines Section 7 Privacy.  See also Editorial Policy Guidance – Secret Recording, which includes advice on completing this form


A list of Divisional Authorisers can be found here.
PROGRAMME DETAILS 
	PROGRAMME NAME
	Click here to enter the programme title and strand name.

	PROPOSED RECORDING DATE, IF KNOWN
	Click here to enter text.

	YOUR NAME
	Click here to enter text.

	JOB TITLE
	Click here to enter text.

	DEPARTMENT
	Click here to enter text.

	OUT OF HOURS CONTACT (MOBILE NUMBER)
	Click here to enter text.


PROPOSED SECRET FILMING/RECORDING 
	BRIEF DESCRIPTION OF PLANNED RECORDING
Click here to enter text.

	SUBJECT AND/OR BEHAVIOUR TO BE RECORDED
Click here to enter text.


METHOD OF FILMING/RECORDING 
	DETAIL THE EQUIPMENT TO BE USED AND WHERE IT WILL BE PLACED
Click here to enter text.

	WHO IS OPERATING THE EQUIPMENT AND, WHERE NECESSARY, WHO WILL ACCOMPANY THEM?
Click here to enter text.


ADVICE 
	PLEASE TICK TO CONFIRM THAT YOU HAVE DISCUSSED THE PROPOSAL WITH EDITORIAL POLICY
	☐

	DATE OF DISCUSSION
	Click here to enter a date.

	NAME OF EDITORIAL POLICY ADVISER
	Click here to enter text.

	EDITORIAL POLICY ADVISER’S COMMENTS
Click here to enter text.

	WHERE NECESSARY, HAVE YOU AGREED SAFETY PLANS WITH A SAFETY ADVISER
	Yes:  ☐     No:  ☐

	NAME OF SAFETY ADVISER Enter name only
	Click here to enter text.


AUTHORISATION TO FILM/RECORD 
“Any proposal to gather material illegally outside the UK by disregarding privacy or other similar laws in the relevant country must be referred to Director Editorial Policy and Standards.”  
Editorial Guidelines 7.4.11 
	IS THE SECRET RECORDING TAKING PLACE OUTSIDE THE UK AND IN BREACH OF PRIVACY OR OTHER SIMILAR LAWS IN THAT COUNTRY?   
	Yes: ☐     No: ☐

	IF YES, HAS THE SECRET FILMING / RECORDING BEEN REFERRED TO DIRECTOR EDITORIAL POLICY AND STANDARDS?  
	Yes:  ☐    No: ☐

	IS THE SECRET FILMING/RECORDING APPROVED BY THE DIVISIONAL AUTHORISER?  
	Yes: ☐    No: ☐

	PLEASE ADD COMMENTS, IF ANY
Click here to enter text.

	AUTHORISED BY
	Click here to enter text.

	JOB TITLE
	Click here to enter text.

	DIVISION
	Click here to enter text.

	DATE
	Click here to enter a date.

	The completed form (even if not approved) should be filed and logged in Divisional records.  A list of individuals keeping the logs can be found here. Forms from network News and Current Affairs, World Service and network Radio must be emailed to Editorial Policy at: secretrecordingforms@bbc.co.uk. All other areas may send to this inbox if they so wish.  


AUTHORISATION TO BROADCAST* 
	WILL THE MATERIAL BE BROADCAST LIVE, AND FEATURE INDIVIDUALS WITHOUT THEIR KNOWLEDGE?

	Yes: ☐   No: ☐

	IF YES, HAS THE PROPOSAL BEEN APPROVED BY DIRECTOR, EDITORIAL POLICY AND STANDARDS? 
	Yes: ☐   No: ☐

	IS TRANSMISSION OF THE MATERIAL APPROVED BY THE DIVSIONAL AUTHORISER WHO SIGNED OFF THE ORIGINAL REQUEST OR HIS / HER NOMINEE?*
	Yes: ☐   No: ☐

	PLEASE SUMMARISE REASONS FOR DECISION
Include details of consents obtained and any identification issues.  Consent must be obtained from people who feature prominently in the recordings prior to broadcast.  If the recordings might cause embarrassment to other recognisable individuals caught on camera where consent has not been obtained, they must be disguised. 
Click here to enter text.

	AUTHORISED BY
	Click here to enter text.

	DIVISION
	Click here to enter text.

	DATE:
	Click here to enter a date.

	The completed form (even if not approved) should be filed and logged in Divisional records.  A list of individuals keeping the logs can be found here. Forms from network News and Current Affairs, World Service and network Radio must be emailed to Editorial Policy at: secretrecordingforms@bbc.co.uk. All other areas may send to this inbox if they so wish.  


* This requirement can also be fulfilled by email and kept with the form.
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