


CCTV POLICY AND PROCEDURE
POLICY
Hanslope Village Hall has decided to install CCTV to protect the fabric of the building as it is in a fairly remote part of the village backing on to open fields.
All cameras will focus on the main entrances to the hall and the internal storage. They will be used solely for the purpose of checking any suspected damage to the building.
The images will be recorded and kept for a maximum of 28 days in accordance with our licence. 
Members of the public will be able to see footage of themselves, if any, on receipt of a Subject Access Request. (see procedures)
The data storage will be held in a secure area with limited access.
Access to footage will be restricted to those Trustees who have a genuine need to inspect the recorded material.
All signage will meet the ICO requirements.




PROCEDURES
1. It has been agreed with Pre-school that recordings can take place during pre-school hours
The following Trustees to have regular access to the video recordings :-
· Chairman
· Village Hall Manager
· One other trustee as technical advisor
This list to be reviewed annually by BOT.
From time-to-time other Trustees may have temporary access to cover holidays etc. 
2. Notices of CCTV will be displayed near to the cameras facing out to the road. The notices will have the managers contact information.
3. Weekly the Manager will check that all cameras are working
4. If any Trustee is made aware of damage to the village hall or its surroundings, they will inform the manager who will inspect the footage to see what/who may of the cause.
REQUESTS FOR INFORMATION
1. In order to comply with the ICO requests for information have to be accepted from members of the public. The term for this is Subject Access Request (SAR)
a. Requests must be sent to the Data Officer in writing. (This is highlighted on the website).
b. The Data Officer has to make sure the requesters are who they say they are.
c. If the SAR is for someone else (such as friend or relative) then the Data Officer will need to see written permission to act for the person concerned. NOTE this applies to children over 12 even if the requester is parent or carer.
d. The response must be within 1 calendar month after all identity checks have been made.
e. Information about other people should be redacted as far as possible.



