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Purpose of this policy and procedure  

Closed circuit television (CCTV) is installed at Bramley Village Hall.  This 
document details the policy and procedures used to control the management, 
operation, use and confidentiality of the CCTV system. 

The purposes of the CCTV system are:  

• To maintain the security of the premises; 
• To deter and prevent crime and antisocial behaviour; 
• To provide a safe and secure environment for staff, volunteers, visitors 

and hirers; 
• To assist law Enforcement Agencies to carry out their lawful duties.  

Our policy reflects the key elements of the Home Office Surveillance Camera Code  
Of Practice, which is available at   
https://www.gov.uk/government/publications/surveillance-camera-code-of-
practice  
 
The code says: “Surveillance camera systems are deployed extensively within 
England and Wales. Where used appropriately, these systems are valuable tools 
which contribute to public safety and security and in protecting both people and 
property.”  

 “The government is fully supportive of the use of overt surveillance cameras in a 
public place whenever that use is: in pursuit of a legitimate aim; necessary to 
meet a pressing need; proportionate; effective .and; compliant with any relevant 
legal obligations”.  (Para 1.3 and 1.4) 

Application  

This policy and procedure applies to all Trustees, members, staff, users and 
hirers, volunteers, visitors and the general public who have access to:  

- activities held on the village hall site; 
- parking for any village hall activities; 
- any outside area of the site, including car park and outside storage unit. 

Policy statement 

Bramley Village Hall will ensure the CCTV system is used in accordance with this 
policy, in order to carry out its day to day operations, to meet its objectives and 
to comply with legal obligations.  The system is used for the prevention and 
detection of crime, safeguarding volunteers and visitors, and ensuring 
compliance with health and safety. 

Responsibilities  

The Bramley Village Trust has responsibility for the control of images and 
decisions on how the CCTV system is used.   Any employees, Trustees or the 
installer who have access to the footage are DBS checked.  

 

 



Procedure  

Cameras are sited:  

• at the front of the hall overlooking the driveway, main entrance and car 
park; 

• at the reverse of the hall overlooking the storage unit and Bramley Room 
back kitchen window; 

• at the side of the building overlooking the preschool playground; 
• at the end of the building overlooking the area outside the Bramley Room 

as well as the entrance gate. 

Images are recorded digitally and stored automatically for up to 4 weeks on a 
recorder which is secured in a designated secure cupboard in the hall.  

Those persons who have access to the real time and stored data are Tony 
Walton (Trustee), Catriona Hayward (Employee) and the contractor (see 
below).  

Sound is not recorded.  

The CCTV system is maintained as necessary by an appropriate security system 
contractor (currently PSC) who also have access to the data.  

Recorded images will be stored in a way that ensures the security and integrity 
of the image and allows specific times and dates to be identified.  

Normally, images will not be retained for longer than 4 weeks. On occasion 
images may need to be retained longer where, for example, an incident has been 
identified and an access request has been made, or time is required to enable the 
police to collect relevant images, or the police are investigating a crime and ask 
for images to be preserved to afford them the opportunity to view the 
information as part of an active crime investigation.  

Disclosure of information will be controlled and shall be consistent with the 
purpose(s) for which the system is established. Once information is disclosed to 
the police or any other law enforcement body, they will become the data 
controller for the copy they hold.  

Requests for access should be made by email or in writing to Bramley Village 
Hall Trust, providing enough detail for the images on the system to be readily 
accessed, including date, time and location. Any request by an individual member 
of the public, for access only to view their own recorded image, must be made 
before the erasure period expires.  

All requests for access are recorded. If disclosure is denied, the reason is 
documented, and the individual will be informed within at least one month of the 
reason and their right to complain to a statutory authority.  

A fee may be charged for an access request, depending on circumstances.  
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