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Aims of the Policy  

The purpose of this policy is to regulate the management, operation and use of the Closed Circuit 
Television (CCTV) system at Formby High School.  CCTV systems are installed on the premises for the 
purpose of enhancing security of the site, buildings and equipment located on the premises.  CCTV 
surveillance at the School is intended for the purposes of: 

• protecting the School buildings and school assets, both during and after school hours 
• promoting the health and safety of staff, students and visitors as well as for monitoring 

student behaviour 
• preventing bullying 
• reducing the incidence of crime and anti-social behaviour (including theft and vandalism) 
• supporting the police in a bid to deter and detect crime 
• assisting in identifying, apprehending and prosecuting offenders 
• ensuring that the School rules are respected so that the School can be properly managed 

 
The system does not have sound recording capability and is only used to record images.  The CCTV 
system is owned and operated by the School.  Where the system is adapted / extended, staff and 
students will be made aware.  The School’s CCTV is registered with the Information Commissioner under 
the terms of the Data Protection Act 2018 and the General Data Protection Regulation (GDPR) 2016/679.  
All employees with authorised access to images are aware of the procedures that need to be followed 
when accessing the recorded images and are made aware of their responsibilities in following the 
Information Commissioner’s Office (ICO) CCTV Code of Practice 
 
 

Scope of the Policy 

This policy relates directly to the location and use of CCTV and the recording and subsequent use of 
such recorded material.  The School complies with the ICO CCTV Code of Practice to ensure CCTV is 
used responsibly and safeguards both trust and confidence in its use.  CCTV notice signs will be clearly 
and prominently located at the site entrance, informing site users that CCTV cameras are in operation 
and explaining their purpose.  In areas where CCTV is used, the School will ensure that there is prominent 
signage.  CCTV monitoring of public areas for security purposes will be conducted in a manner consistent 
with School policies and related legislation and all CCTV systems and associated equipment will be 
required to be compliant with this policy.  Recognisable images captured by the School’s CCTV systems 
are ‘personal data’.  They are therefore subject to the provisions of the UK General Data Protection 
Regulation and Data Protection Act 2018. 
 
This policy should be read in conjunction with the following school policies: 
 

• Child Protection Policy 
• Data Protection Policy 
• Safeguarding Policy 
• Visitors Policy 

 
 

Location of Cameras 

Cameras are sited so that they only capture images relevant to the purposes for which they have been 
installed and care will be taken to ensure that reasonable privacy expectations are not violated.  The 
School will ensure that equipment is carefully located to ensure that the images captured comply with 
ICO guidance.  The School will make every effort to position the cameras so that their coverage is 
restricted to the School premises.  The School will perform a Data Protection Impact Assessment when 
installing or moving CCTV cameras to consider any new privacy issues.  The location of CCTV cameras 
will be considered carefully to enable them to fulfil the following objectives: 

• Protection of school buildings and property, including the site perimeter fence, entrances 
and exits, lobbies and corridors, special storage areas, cashier locations, receiving areas 
for goods/services 
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• Monitoring of access control systems, including site and buildings entry / exit points 
• Monitoring of security systems, including intruder alarm, fire alarm, exit door controls, 

external alarms 
• Video patrol of public areas such as car parks for traffic control purposes and entrance / 

exit gates 
• Criminal deterrence / supporting criminal investigations (carried out by the Police) 
• Deter and monitor unauthorised access to the site / trespassing  
• To monitor areas that are not very visible 

 
 

Access to and Retention of CCTV Images 

Access to recorded images will be restricted to the staff authorised to view them and will not be made 
widely available.  All members of the Senior Leadership Team and the ICT Network Manager will have 
access to the system.  Other personnel may be granted access by the Headteacher.  When CCTV 
recordings are being viewed, access will be limited to authorised individuals on a need-to-know basis.  
The ICT Network Manager has overall responsibility for the maintenance of the CCTV system. 
 
All images recorded will be stored for a period of no longer than 30 days unless required as part of a 
criminal investigation or court proceedings (criminal or civil) or a Subject Access Request. 

 
 

Subject Access Requests (SAR)  

Individuals have the right to request CCTV footage relating to themselves under the Data Protection Act 
and the UK GDPR.  All requests should be made in writing to the Data Protection Lead in accordance 
with the Data Protection Policy.  Individuals submitting requests for access will be asked to provide 
sufficient information to enable footage relating to them to be identified (for example, time, date and 
location).  The applicant may view the CCTV footage if available.  The School will respond to requests 
within 30 days of receiving the request.  The School reserves the right to refuse access to CCTV footage 
where this would prejudice the legal rights of other individuals or jeopardise an on-going investigation. 
 
 

Access and Disclosure of Images to Third Parties 

There will be no disclosure of recorded data to third parties other than authorised personnel such as the 
Police or insurance companies.  If an order is granted by a Court for disclosure of CCTV images, then 
this will be complied with although careful consideration will be given to exactly what the Court order 
requires.  If there are any concerns as to disclosure, then the Data Protection Officer will be consulted in 
the first instance and appropriate legal advice taken if required.  Requests for the release of images 
should be made in writing to the Data Protection Lead. 
 

 

Roles and Responsibilities 
 
Headteacher 

The Headteacher will ensure that: 
  

• the use of CCTV systems is implemented in accordance with this policy and the checklist 
in Appendix One is completed annually. 

• he/she maintains overall responsibility for oversight and coordination the use of CCTV 
monitoring for safety and security purposes within the School. 

• all existing CCTV monitoring systems will be evaluated for compliance with this policy. 

• the CCTV monitoring is consistent with the highest standards and protections. 

• camera locations are reviewed that he will be responsible for the release of any information 
or recorded CCTV materials stored in compliance with this policy. 
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• a record of access to or the release of any material recorded or stored in the system. 

• both student and staff feedback / complaints are considered regarding possible invasion 
of privacy or confidentiality due to the location of a particular CCTV camera or associated 
equipment. 

• the privacy of individual site users, those using paths and roads adjacent to the School 
campus and neighbours living in residential housing do not have their ‘reasonable 
expectation of privacy’ in public and private areas is not compromised by the location and 
use of CCTV in School. 

• stored CCTV footage is only accessible to authorised personnel. 

• camera control is solely to monitor suspicious behaviour, criminal damage etc. and not to 
monitor individual characteristics. 

 
The ICT Network Manager 

The ICT Network Manager will: 

• maintain the CCTV system, ensuring in particular the quality of CCTV footage is such that 
individuals / vehicles / other specific items can be easily identified. 

• arrange for regular servicing of the CCTV system. 

• ensure that CCTV footage is accurately time and date stamped. 

• ensure that stored CCTV footage is destroyed in accordance with this policy. 

• maintain a record of access to or the release of any material recorded or stored in the 
system. 

 
The Data Protection Lead 

The Data Protection Lead will: 

• manage any SARs as and when they are submitted. 

• liaise with the Headteacher and ICT Network Manager to ensure compliance with ICO 
CCTV Code of Practice. 

• ensure adequate training is in place and advise of any amendments to the ICO CCTV Code 
of Practice. 

• Engage with the Data Protection Officer / ICO’s Office where concerns exist regarding a 
data breach or potential data breach. 

 
Governing Body 
 

Governors will: 

• review this policy every three years and monitor its implementation. 
 
 

Policy Review 

This policy will be reviewed every three years or when changes to legislation, national guidance, codes 
of practice or ICO advice may trigger an interim review. 
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Appendix One 
 

FORMBY HIGH SCHOOL 
Checklist for Use of Limited CCTV Monitoring of School Premises  

 

(based on the ICO CCTV Code of Practice Appendix Two) 
 

This CCTV system and the images produced by it are controlled by Formby High School who is 
responsible for how the system is used and for notifying the Information Commissioner about the CCTV 
system and its purpose (which is a legal requirement of the UK GDPR and DPA). 
 
We, Formby High School, have considered the need for using CCTV and have decided it is required for 
the prevention and detection of crime and for protecting the safety of customers.  It will not be used for 
other purposes.  We conduct an annual review of our use of CCTV. 
 
 Checked 

date 
Checked by 

Date of next 
review 

Notification has been submitted to the ICO and the next 
renewal date recorded. 

   

There is a named individual who is responsible for the 
operation of the system. 

   

The problem we are trying to address has been clearly 
defined and installing cameras is the best solution.  This 
decision is reviewed on a regular basis. 

   

A system has been chosen which produces clear images 
which the law enforcement bodies (usually the police) 
can use to investigate crime and these can easily be 
taken from the system when required. 

   

Cameras have been sited so that they provide clear 
images. 

   

Cameras have been positioned to avoid capturing the 
images of persons not visiting the premises. 

   

There are visible signs showing that CCTV is in 
operation. Where it is not obvious who is responsible for 
the system contact details are displayed on the sign(s). 

   

Images from this CCTV system are securely stored, 
where only a limited number of authorised persons may 
have access to them. 

   

The recorded images will only be retained long enough 
for any incident to come to light (eg for a theft to be 
noticed) and the incident to be investigated. 

   

Except for law enforcement bodies or insurance 
companies, images will not be provided to third parties. 

   

The potential impact on individuals’ privacy has been 
identified and taken into account in the use of the 
system. 

   

The organisation knows how to respond to individuals 
making requests for copies of their own images. If 
unsure the controller knows to seek advice from the 
Information Commissioner as soon as such a request is 
made. 

   

Regular checks are carried out to ensure that the system 
is working properly and produces high quality images. 

   

 
Completed by (name / job title): ………………………………………….  Signature:  …………………… 

 

Date:  ………………………… 



FORMBY HIGH SCHOOL 
Request for disclosure of CCTV footage  

 
 

 

Section 1 Details of organisation making request 
 

Company Name  

Registered Office 
 
 

 

Postcode  

Telephone Number (switchboard)  

Company Email Address  

Website Address  

 
Section 2: Details of person making request 

 
Employee Name  

Job Title  

Telephone Number (direct line)  

Email Address  

Your Reference Number  

 

 

Section 3: Purpose(s) for which the CCTV footage is being requested 
 

1 
 

2 
 

3 
 

Please provide further details (explain why the information is needed and what the impact would be in 
the event of non-disclosure): 

 



Section 4: Details of CCTV footage being requested 
 

Date of incident  

Time of incident (within 1 hour)  

Camera location (if known)  

Location of incident (please be as 
precise as possible) 

 

Description of incident  
(please provide us with as much 
information as possible to help us 
identify the footage you require) 

 

Description of vehicles / individuals 
involved (please provide us with as much 
information as possible to help us identify 
the footage you require) 

 

 
Section 6: Declaration 

 
 

� I confirm that I am authorised to make this request on behalf of the organisation 
stated in section 1 of this form. 

 
� I confirm that the information is required for the purpose(s) indicated in section 3 of 

this form. 
 
� I confirm that any footage disclosed to me will only be used for the purpose(s) specified 

in Section 3 of this request form. 
 

 
 

Signature:  

Date:  

 

Please complete this form fully and return this form to:  admin@formbyhighschool.com or by post 
to: The Headteacher, Formby High School, Freshfield Road, Formby , Liverpool L37 3HW



FHS OFFICIAL USE ONLY 
 

Disclosure log reference:  

Date of search:  

CCTV Operative Name:  

Search Result  Content 
Obtained: 

 Content not 
available: 

 

Data Protection Clearance:  

Format of shared footage:   
  * please ensure data protection policy is followed 

Date footage shared:  

Retention information:  
  * if part of a legal request, additional retention may be required; please specify. 
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