Telephone Recording for Coaches

Ariadne Moisiades, PCC, CPCC

Why Record Calls?

The ability to record phone calls can be of tremendous benefit to a coach. For many
certification programs, you will be required to record calls for supervisions. In addition, with
appropriate permission, you can excerpt from sessions to post “examples” to your website.
Or you can offer teleclasses, and then resell the recordings.

There are a number of ways to accomplish this, and some of them can be confusing. The
goal of this document is to provide a couple of simple options that have worked for other
coaches.

Method 1: Use a Conference Bridge Service

Most paid conference services, and a few of the free ones offer the ability to record calls.
This is a great solution for teleclasses, and can even be good for client calls, especially if
you only need to record a few of them for certification supervisions. The major advantage
of using a bridge service is ease of use - there is nothing to buy, recordings can be set up
with a few clicks, and recordings can be downloaded by any invited participant, usually
within minutes of the end of the call.

The downside is that you need to schedule your calls in advance on the service’s website,
though most services allow you to set up recurring invitations. There are also security
considerations of using a conference service for recording client calls (see below).

We recommend Rondee to clients because they are feature-rich, and free unless you want

to offer a toll-free humber for your call. Recorded calls are available about 15 minutes after
the last participant disconnects, and are preserved on the website for 30 days (though you
can download the MP3 file to keep it indefinitely).

Method 2: Record the Calls on Your Computer

This method is a little more complex to set up initially, but far more flexible in some ways.
For example, you can control the quality of the recording, segment the recording by time
(so, for example, they will fit on a CD later), and set scheduled recordings. To record calls
on your computer, you will need two (and in some cases, three) things:

1. A call recording adapter. These are fairly easy to find on the internet (some
examples here and here) and typically cost $30 - $75. Some of the devices plug in
between the wall and the phone, some between the phone and the handset (or
headset, if you use one), and some plug in to the wall next to the phone (using a line
splitter, which you can get at Radio Shack or a hardware store).

2. A 2.5mm female to 3.5mm male adapter. You may need this, or it may come
with the recording adapter. Ask when you buy the adapter whether the jack on the
adapter is 2.5mm (usually used for monaural devices) or 3.5mm (usually used for
stereo devices). If you need one, you can pick one up at Radio Shack for a couple of
dollars.
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http://rondee.com/
http://www.voicelogging-recorders.com/product/Phone%20Recording%20Adapter%20LRX-37C
http://www.tvps.com/Products/ECS-TRX-50-Audible-Telephone-Record-Adaptor--35-mm---New__VE-TRX-50.aspx
http://www.sears.com/shc/s/p_10153_12605_00324816000P?vName=Computers%20&%20Electronics=&cName=Phones&Communications=&sName=Accessories&psid=FROOGLE01&sid=IAx20090815x000001&aff=Y
http://www.sears.com/shc/s/p_10153_12605_00324816000P?vName=Computers%20&%20Electronics=&cName=Phones&Communications=&sName=Accessories&psid=FROOGLE01&sid=IAx20090815x000001&aff=Y

3. Recording Software. There are countless pieces of software out there that can
record audio input on your computer. We recommend Easy Hi-Q from Roemer
Software - it's fairly easy to set up and has a downloadable trial (the software costs
$29.95 if you like it). Once you configure the software and tell it what kind of
recording to make and where on your computer to store recordings, you simply plug
in your phone adapter, start the program pick up the phone and hit record. Do take
care - these recordings can get large if you record them at high quality. Because of
this, we recommend recording to MP3 (using one of the higher quality settings, but
feel free to experiment) instead of WAV format, since MP3 takes up less space on
your hard drive.

Privacy and Security*

It's worth taking a moment to discuss security and privacy. There are two major issues to
discuss here: confidentiality of recordings, and consent to record calls.

Confidentiality

Because client calls contain confidential information by their nature, you should treat the
recording files as carefully as you would your client’s paper files or payment information.
It's worth mentioning that this is a weakness of using a bridge service to record calls - for a
brief period, anyway, they are posted to a website for the client or you to download.
Though it’s not easy for someone else to download them instead, it is theoretically possible.

Privacy and Disclosure

Federal law allows the recording of phone calls with the consent of at least one party. 38
states have adopted this legal standard, which means, in most states, that you can record
calls without informing the other party or parties.

In twelve states (CA, CT, FL, IL, MD, MA, MI, MN, NV, NH, PA and WA), all-party consent is
required by state law (this is sometimes misleadingly referred to as “two-party” consent,
but when more than two parties are on the call, all must consent).

The safest way to record calls, therefore, is to always notify all parties on the call while the
recording is running, which is how most conference services operate. This is especially
important where people on the call may be calling from multiple states.

Ariadne Moisiades, PCC, CPCC is co-founder of Coaching Tree, where she works with coaches in training, as well
as coaches in certification programs. She also founded Sound Strategies Coaching and Consulting, where she
works with executives looking to develop exceptional leadership skills and achieve greater personal and
professional fulfilment. She has also completed the Center for Right Relationship’s training curriculum in
Organization and Relationship Systems Coaching (ORSC). Ari can be reached at ari@coachingtree.com.
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* the information in this article should not be construed as legal advice - please consult an attorney for additional
information on these topics.
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