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Children and Families




CCTV Policy & Procedure 


DEFINITIONS 
In this Policy, we refer to the following term: 

	“Children and Families Group”
	This includes all the operations and activities conducted by Children & Families Ltd and its subsidiaries:
· Children & Families Childcare Ltd

· Children & Families Children’s Centres Ltd

· FareShare Kent CIC


1. INTRODUCTION
The Children and Families Group aims to ensure a safe and secure environment across all our services. This means all sites we operate have a CCTV system installed where possible. 
1.1 The purpose of the CCTV system is for the security of the premises, the prevention, detection and investigation of criminal activity, trespass and vandalism and the safety of children, staff and visitors to the site. Static and remotely operated cameras enable this purpose and for quality assurance purposes. 

1.2 Our CCTV systems are owned by the Children and Families charity group. 
2. LOCATIONS, ACCESS AND RESPONSIBILITIES
2.1 Our CCTV systems are located at:

i) Seashells, Rose Street, Sheerness, Kent. ME12 1AW

ii) Rising Stars Nursery, Brewery Road, Sittingbourne, Kent, ME10 2EE
iii) Unit 4, St Johns Court, Foster Road, Ashford Business Park, Ashford, Kent TN24 0SJ
2.2. Output from each CCTV system is not systematically viewed live (it is recorded) but can be accessed live from the following locations at each of the above sites: 

i) Seashells – the 1st floor main office

ii) Seashells Nursery – Management PC

iii) Rising Stars Nursery – the Nursery Manager’s office 

iv) Unit 4 – the main office

2.3 The following people have responsibility for overseeing the proper use and maintenance of each CCTV system:
i) Seashells – the Children’s Centre Services Manager (01795 667070)
ii) Rising Stars Nursery – the Nursery Manager (01795 475438)
iii) Unit 4 – the Operations Manager (01233 500477)
2.4 Password protected remote access is available for all systems with the following authorised users only: 

i) Seashells – the Children’s Centre Services Manager; the Nursery Manager; the Business Development Manager; the CEO
ii) Rising Stars Nursery – the Nursery Manager; the Business Development Manager; the CEO
iii) Unit 4 – the Operations Management Team; the Business Development Manager; the CEO
2.5 The above users are responsible for:

i) Upholding the arrangements of this policy;
ii) Handling images/data securely and responsibly, within the terms of this policy and all data protection legislation;
iii) Understanding that anyone accessing the systems could be committing a criminal offence if they tamper with or misuse CCTV imagery;
iv) Following our procedure for data subject access requests;
v) Reporting any breach of procedure to the CEO or Business Development Manager, who will inform the (ICO) Information Commissioners Office if necessary;
vi) Attending related training / refresher sessions as required.
3. OUR POLICY 
The policy is in compliance with the “data protection code of practice for surveillance cameras and personal information” document 2014. 

3.1 To inform all who come onto our settings that CCTV is in use.

3.2 To act as deterrent of intrusion to any of our premises. 

3.3 Images from CCTV will be secure and controlled by those named under 2.4 above.  

3.4 To maintain all CCTV equipment in working order. 

3.5 To manage the output in a responsible way.
3.6 To provide retention of images within the stated purpose only as described in paragraph 1.1. 

3.7 To comply with the ‘Freedom of Information Act 2000’ 

3.8 CCTV recordings maybe used as evidence, if needed senior management will decide if its suitable to share specific content of CCTV recordings with those affected.  

3.9 CCTV recordings will be retained for no longer than 2 months. After this period the recordings will be overwritten unless they are legitimately required for longer as evidence, where an incident has been recorded.  
3.10 CCTV recordings will be made available to the police and other relevant authorities without consent if necessary, for child protection reasons, suspected criminal activity or other legitimate reasons.
3.11 All users of our premises will be notified of the presence of CCTV by appropriate signage throughout the sites detailed in 2.1 above.   

For any queries or concerns please contact the relevant responsible manager for each CCTV system named in 2.3 above or contact the CEO on 01795 889233.
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