Harlyn Primary School                           DRAFT                                                      CCTV Policy
[bookmark: _GoBack]CCTV Policy

Introduction
The purpose of this Policy is to regulate the management, operation and use of the closed circuit television system at and owned by Harlyn Primary School.
The system comprises cameras that monitor the main entrance and car park areas. The cameras are monitored under restricted access from the school office and are only available to the Headteacher, Office and Site Staff.
This policy follows Data Protection Act guidelines.

Objectives of CCTV
1. To increase personal safety of staff, pupils and visitors and reduce the fear of crime.
2. To protect the school buildings and their assets.
3. To support the Police in a bid to deter and detect crime.
4. To assist in identifying, apprehending and prosecuting offenders.
5. To protect members of the public and private property.

Statement of Intent
The school will seek to comply with the requirements of Data Protection legislation and the Information Commissioner’s Code of Practice. The system and all information, documents and recordings are treated as data and are protected by the Act.
Cameras monitor activities at the main entrance to the school and the car park to identify adverse activity occurring, anticipated or perceived, and for the purpose of securing the safety and well-being of site users. 
CCTV data will not be used for commercial or entertainment purposes. Recordings will only be released for use in investigations of a specific crime and with the written authority of the Police.
A warning sign is situated at the front of the school.

Operation
CCTV is administered and managed by the school with day to day management delegated to the Admin Office during the day. Viewing of recorded images must take place in the office only. The system records to a hard drive for 26 days before it renews.
The Admin Office will check and confirm the efficiency of the system daily and in particular that the equipment is properly recording and that the cameras are functional.
Cameras are not hidden from view and do not record sound. Images from the cameras are appropriately recorded in accordance with existing operational procedures.

Subject Access Requests
Only the Headteacher, in response to a formal written request, will permit subject access to the images monitored by the system. Individuals wishing access to images will have to submit a formal subject access request to the Headteacher and should include as much information as possible to enable the school to find images including date, time and location. If the data subject is unknown to the school, a photograph of the individual and/or description of what they were wearing at the time they believe they were caught on the system may be requested in order to aid identification.

Breaches of the Policy
Any breach of this policy by school staff will be investigated by the Headteacher, in order that appropriate disciplinary action can be taken. Complaints will be dealt with in accordance to the school’s Complaint Policy.

Monitoring
This policy will be monitored and reviewed every 3 years.
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