
ST PHILIP'S 

CATHOLIC PRIMARY 

SCHOOL 

CCTV Policy 

Version 1.0 

Date created/updated 20.09.23 

Ratified by Local Governing Body 

Date ratified 25.10.23 

Date issued 26.09.23 

Policy review date 01.09.24 

Post holder responsible Principal 

www.emmausmac.com 











e e e Our journey with Christ 

5.2 

5.3 

5.4 

5.5 

5.6 

5.7 

5.8 

5.9 

Recording equipment and media will be housed in a place to which only 

authorised staff have access. Recordings will be kept for 10 days, unless required 

as part of an ongoing investigation, in which case recordings will be retained for 

as long as required for that investigation. Please see addendum on retention 
policy.

At the end of 10 days the media will be recycled and the recordings will be 

erased by overwriting them with new recordings. 

Access to these recordings in school is restricted to the Principal, Vice Principal or 

the Principals nominated representative, Senior ICT Representative. 

In Emmaus Catholic Multi Academy Company access to this storage is restricted 

to the CSEL, CFOO and Senior IT representative. 

The CCTV system will operate 24 hours each day, every day of the year, 

recording all activity in the areas covered. 

Cameras will be used to monitor activities within the school to identify adverse 

activity occurring, anticipated or perceived, and for the purpose of securing the 

safety and well being of the school's pupils and staff, together with its visitors. 

At no time will a camera be directed to follow or track an individual. 

Materials or knowledge secured as a result of CCTV use will not be used for any 

commercial or media purpose. 

5.10 The management of the CCTV system will be overseen by the Principal and 

Senior ICT Representative. They are responsible for ensuring that the CCTV 

system is operated according to this policy and that regular audits are carried out 

to ensure that procedures are complied with. Along with the day to day 

management, administration, maintenance, security and support of the system. 

5.11 The Principal, supported by the Senior ICT Representative is responsible for 

maintaining the recordings, ensuring their security and deleting them within the 

specified time period. 

6. Viewing of CCTV Images

6.1 Display equipment used to view the images from CCTV cameras will be located 

and positioned in such a way as only those responsible for security may ordinarily 

see the screen. 
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6.2 Where display equipment is provided for controlled access security at a 

particular place such as a door entry point, display equipment will be located and 

positioned in such a way that only those likely to operate the system can view 

the image. 

6.3 Recorded images may be viewed only after permission has been granted by the 

Principal or Vice Principal within the school or the CSEL or CFOO in the MAC. 

With the exception of subject access requests under Data Protection Law (see 

below), only those who necessarily have to see the image for security and health 

and safety purposes may do so. 

6.4 Recorded images may be used in material to aid the identification of individuals 

for crime prevention or health and safety purposes. 

6.5 The only locations where images can be viewed are in the school office and in 

the SLT offices. 

6.6 The only person authorised to make copies (electronic or paper) of images is the 

Principal or Vice Principal or another person specifically directed by the Principal 

in school or the CSEL or CFOO in the MAC. 

6.7 Authorised staff may only allow external persons or agencies to view CCTV 

images with the express permission of the Principal in school or the CSEL or 

CFOO in the MAC and by following the procedures below. 

6.8 Requests by law enforcement agencies (most commonly the police) can be 

authorised by the school under Part 2, Sch 2, Para 2 of the Data Protection Act 

2018. A copy of images may be released to the agency on the understanding 

that the images remain the property of the school and the school may refuse 

permission for the agency to pass the images to any other person. Such requests 

should be made to the Principal. 

6.9 Applications received from outside bodies (e.g. solicitors) to view or release 

footage will be referred to the CSEL or CFOO. In these circumstances footage 

will normally be released where satisfactory documentary evidence is produced 

showing that they are required for legal proceedings, or in response to a Court 

Order. 

6.10 Requests may come from other external individuals and consideration would 

need to be given to how genuine or necessary the request is and whether there 

is any risk to the safety of others. 

7. Data Subject Access Requests
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Principles set out in the Surveillance Camera Code of Practice published by the Home Office 

as a requirement of the Protection of Freedoms Act 2012. 

Where has your personal information come from? 

The images are captured because you are present in the area which is covered by the CCTV 

system. 

Who will we share your personal information with? 

Your personal data is shared securely with the following, where it is both necessary and 

appropriate to do so: 

• Relevant staff within the school

• Our local authority

• The Police

• Health and Safety Authorities

• Safeguarding Authorities

How long will we keep your information? 

Our retention schedule sets out how long we keep personal information for and is available 

on request. 

Your personal information and your rights 

To read about what rights you have regarding the personal information used for this service, 

please see our general privacy notice. 

Updates 

We may change this privacy notice from time to time. 

If you have any questions or concerns about how we use your personal information, please 

contact our Data Protection Officer. 

YourlG Data Protection Officer Service 

Dudley MBC, The Council House, Dudley, DY11HF 

Email: YourlGDPOService@dudley.gov.uk tel: 01384 815607 

12 



e e e Our journey with Christ 

You also have the right to complain to the Information Commissioner's Office if you're 

unhappy about how we process your information. 

Further information 

For further information, please contact our Data Protection Officer. 

YourlG Data Protection Officer Service 

Dudley MBC, The Council House, Dudley, DY11HF 

Email: YourlGDPOService@dudley.gov.uk tel: 01384 815607 

Additional guidance 

This can be found via the following links: 

ICO guide to Special Category Data 

ICO guidance on Appropriate Policy Document 
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10th July 2024
The retention period in paragraph 5.2 and 5.3 is currently under review pending sign-off from the 
governors but, subject to approval. The retention period for CCTV is currently 10 days, not 30 days, 
as this is the current capacity of the CCTV drive.
Signed by LGB representative for St Philip's: Stephen Gober
Signed by Principal : Carmel Hinton
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