Writtle Community Association CCTV Policy
Registered Charity Number – 301445

Introduction
The Writtle Community Association is a registered charity made up entirely of volunteers, its manager and bookkeeper.  They are responsible for the day to day running of the Beryl Platt Centre. The Writtle Community Association also relies on volunteers from user groups and the local community to help with activities, events and fundraising. The centre is also home to the Writtle Green Preschool and Talking Newspapers Charity.  This policy reflects The WCA’s commitment to meeting its legal duties with respect to the operation of its CCTV system. The purpose of this policy is to detail how the WCA proposes to be compliant with the appropriate legislation covering this area from a community centre and preschool perspective. It was prepared after taking into consideration the Code of Practice published by the Information Comissioner and will be subject to periodic review by the Trustees, to ensure that it continues to reflect the public interest and that it and the system meets all legislative requirements. 

Purpose
The Writtle Community Association uses closed circuit television (CCTV) images for the prevention, identification, reduction of crime, as well as to prevent the loss or damage to property. ‘Loss’ includes the loss of income. It is also used to monitor the building and its vicinity in order to provide a safe and secure environment for users and visitors.  It can be used to support the Police in a bid to deter and detect crime and as an insurance requirement.  If requested, it can also be used by the preschool for the purposes of assisting in identifying, apprehending and prosecuting offenders; and ensuring that the preschool rules are respected so that the preschool can be properly managed.  It can also be used to ensure the terms and conditions of hire are adhered to by hirers.  

The System Used
The system comprises of 5 fixed cameras; 4 external and 1 internal.  The system was installed by Communicate UK and is owned and operated by the WCA.  The Digital Video Recorder/Network Video Recorder is located in a secure location and is password protected.

Responsibility
The WCA Trustees and Centre Manager take full responsibility for the management and operation of the system and any major change that would have a significant impact on either, the purpose, scope or policy of operation of the CCTV scheme will take place only after discussion at a Trustee meeting.  This change would then be incorporated into this policy. The WCA’s CCTV Scheme is registered with the Information Commissioner under the terms of the Data Protection Act. The centre complies with the Information Commissioner’s Office (ICO) CCTV Code of Practice to ensure it is used responsibly and safeguards both trust and confidence in its continued use. 
Hirers of the Beryl Platt Centre will be informed of the existence of the cameras in the standard conditions of hire and will be encouraged to advise their guests that cameras are in use.  Notices are also displayed inside the building and at the main entrance to advise visitors of their existence before they enter the building.  By entering the building and its vicinity they agree to being recorded.

Control and Operation of the Cameras
The following points must be understood and strictly observed: 
· The system will only be operated by trained individuals using authorised access devices. Currently this is only the Centre Managers Chair of the Trustees and preschool manager, using an app provided by the CCTV company on their phones. 
· No public access will be allowed to the camera images except for lawful, proper purposes with approval of the Chair of the Trustees. 
· The Police are permitted access to recorded material if they have reason to believe that such access is necessary to investigate, detect or prevent crime. The Police are able to visit the Beryl Platt Centre to review any images they require for legal purposes. Any visit by the Police to view images will be logged by the Trustees. 
· Digital records should be securely stored to comply with data protection laws and should only be handled by the Trustees. 


Use of Camera Images 

· The cameras will record any persons who comes into the area in which they cover.
· The cameras are used to always ensure the safety and security of the building, its visitors and users at ALL TIMES, as well as the buildings tenants; the preschool staff and children and the Talking Newspaper volunteers/staff.  
· Camera recordings will not normally be viewed unless there is an incident requiring investigation or responsible suspicion to believe that the terms and conditions of hire have been breached.   
· All camera recordings will be erased from the recorder within 30 days of the booking being completed. Erased recordings cannot be recovered. 
· If a person’s access is not for legitimate reason, then the Trustees will retain the recording whilst an investigation is undertaken. It will be erased within the timescales mentioned above. 
· Any event that requires the retention of recordings should be clearly detailed in a log of incidents, and the Trustees should be notified at the next available opportunity. 
· Images will not be supplied to the media, except on the advice of the police if it is deemed to be in the public interest. 
· Any request by an individual member of the public for access to their own recorded image (Subject Access Request) must be made by email before the erasure period expires. After this period, there is no way of retrieving erased images.  Unless a SAR relates to one of a small number of special categories of information, an administration fee of £10 will be charged for this and the request will be completed within 30 calendar days being received.  Identification may be required to prove relationship/authority (for example if information is requested about a child or by an agent).  The WCA can invite the Requester to a viewing of the footage if we are unable to provide the footage itself or if the requester agrees with that arrangement.

This policy was amended on 15/06/2022 and will be reviewed annually or upon further request from authorities.  
