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1. POLICY 

The Pendlebury Centre has a legal obligation to ensure that the requirements of Data Protection, Freedom of Information and Child Protection are complied with in relation to images recorded on school premises or as part of school organised activities. 

Images may, therefore, only be recorded in line with this policy, with the consent of the Headteacher and under specific circumstances. 
This policy covers images recorded by: 

· Staff 
· Students 
· Third parties (parents, visitors, press, media) 

1.1 Images Recorded by Staff 
Images recorded by members of staff can be for the following reasons: 

· As a record of events such as a field trip or musical / drama production. 
· As a formal record of a short-lived work such as drama, music or some sports techniques. 
· As an aid to teaching, to aid assessment or self-assessment. 
· For the protection or safety of staff or students, for example the CCTV system or the use of images to identify individuals putting other members of the school community at risk
· For the school record and ID badges. 
· For use on the centre’s social media [platforms with the permission of the child/parent.

All of these are legitimate and should be encouraged, subject to the following guidelines. 




A Record of Events 
Members of staff may take photographs or video for school records or their specific teaching requirements. Care must be taken to ensure that the images are appropriate and that, as far as possible, the wishes of those in the images are taken into consideration. 

The following procedures should be followed: 

· Images must be securely stored and not be shared or stored in communal areas of the ICT network. 
· Images should not be electronically manipulated unless specific permission has been granted (e.g. in Art). 
· Images should not be shared with people outside the school context. 
· Images may only be published subject to the guidelines below. 

A Record of Work 
As above, although it may not be possible to accede to requests not to include some students in images where, for example, they are required by the examination board or as part of a portfolio of evidence. 

Images should be kept no longer than necessary unless specific permission has been sought. (See consent forms). 

As an Aid to Teaching 
As part of the normal teaching approach to some subjects, students may be recorded in both video and audio, for example: 

· To improve skills, where they may be recorded performing a dance, presentation, production or sporting skill. The recording is then used to provide feedback, assist them to assess their performance or improve their skills. 
· Where they are learning how to use the recording and editing equipment. 
· These recordings could be the whole class, a smaller group or individuals. 

Such images and sounds should be used only in the class setting and must not be used in any other way or passed to third parties, unless required by the exam board. The images should be deleted by recording over as soon as practicable after use. 
There is no need for specific consent in these situations if parents have received prior notification through the school prospectus or a specific notice since the recording is a required and integral part of the teaching programme. 

The following safeguards must be taken: 

· Tapes or discs containing images must be kept securely in a locked cupboard when not in use. 
· Images should not be retained any longer than necessary. 
· Where colleagues wish to retain images for wider use (such as an exemplary performance) specific permission must be sought (see consent forms). 

Safety and Security 
When individuals walk past the CCTV cameras in the school, their images will be recorded and retained in accordance with the School‟s published policy. This policy complies with the Data Protection Act in the following respects:
 
· The controller (Headteacher Mrs J Maxey) is aware that notification to the Information Commissioner is necessary and must be renewed annually. 
· Notification has been submitted to the Information Commissioner and the next renewal date recorded 
· Cameras have been sited so that their images are clear enough to allow the police to use them to investigate a crime. 
· Cameras have been positioned to avoid capturing the images of persons not visiting the premises. 
· There are signs showing that a CCTV system is in operation visible to people visiting the premises and the controllers contact details are displayed on the sign where it is not obvious who is responsible for the system. 
· The recorded 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 (e.g. for a theft to be noticed). 
· Recordings will only be made available to law enforcement agencies involved in the prevention and detection of crime, and no other third parties. 
· The operating equipment is regularly checked to ensure that it is working properly (e.g. the recording media used is of an appropriate standard and that features on the equipment such as the date and time stamp are correctly set). 
· The controller knows how to respond to requests from individuals for access to images relating to that individual. If unsure the controller knows to seek advice from the Information Commissioner as soon as such a request is made. 
· There may also be exceptional circumstances where members of staff feel it necessary to use portable imaging equipment to capture images relating to the protection of other members of the school community or school property. Such images are covered by the above requirements, and must be reported to the Headteacher. The images must be securely stored in the school and not retained by the individual. 

For School Records 
Images of individuals and groups may be recorded and retained for the purposes of producing ID badges, aiding identification and for a historical record. Images must be stored in accordance with this guidance.

Images Recorded by Students 
Students may use ICT in the form of imaging equipment as part of their learning, to make printed output, digital output (such as web-sites) or their own video programmes. This is permitted only if done using school equipment and under the supervision of a member of staff. 
As part of this they may film other students, either directly or in the background. Care must be taken to ensure that the images taken are appropriate and that as far as possible, the wishes of those in the images are taken into consideration. In particular, where individuals request that their image is not taken, this must be complied with. 
Students involved may keep their own copy of the product, and it will be assumed that students who have participated give their consent by participating. 

Students who have a copy must agree to deal responsibly with the images – (see consent forms.) 

1.3 Images Recorded by Third Parties 
Visitors, parents or members of the press or media organisations may only capture images of individuals on site or participating in school activities with the specific permission of the Headteacher, except under the following circumstance: 

· Filming or photographing public events such as plays, concerts or sporting events, provided that the images are for the private and domestic use of the individuals concerned and are not uploaded to social media in which other students can be identified and therefore infringing the privacy of students in which the adult does not parent/care for.

2 CONSENT 
We will ask for specific consent to record images in the following situations: 
· Where identifiable images are to be used for teacher training 
· Where identifiable images are to be retained for future demonstration 
· Where identifiable images are to be published in school publicity or web-site 
· Where identifiable images are to be used in the press or media 

This consent will be sought at the point of admission. 

2.1 Teacher Training 
From time to time the school will have teacher training students on placement. Video recordings being made may facilitate teacher training activities. In such cases, recorded images will be shared with the student teacher and the university, but no others. In all cases, this will only take place where we have parental consent. 

Where students are to be photographed for this purpose, staff must check that the consent form has been signed. 

2.2 Future demonstration 
Sometimes teachers may wish to retain exemplary performances or other images to show to students, parents or teachers in future. 
Where this is proposed, the consent of the main participants is required (students who are in the background or unrecognisable do not need to give consent). Students in secondary school are old enough to give their own consent for this. We do not need to seek parental consent. (See consent forms). 

2.3 School Publicity or Web Site 
Where clearly identifiable photographs of students are to be used in any printed or electronic publicity, parental consent must be sought. (See consent forms). 

2.4 Press or Media 
If a student is likely to appear in a television programme, a press article or similar, a full release form will need to be signed before we allow them to be filmed / photographed
We have our own version of the consent forms. Many television companies have their own release forms, which are also acceptable. 

3 STORAGE OF IMAGES 
All electronic images must be securely stored so that unauthorised persons cannot access them. 

It is acceptable for images to be stored on staff lap-top computers for a short period whilst being worked on. Otherwise they should be downloaded to the administration server or transferred to CD or other portable media and securely stored. 

4 PUBLICATION OF IMAGES 

Printed Media 
Provided that appropriate consent has been sought, there are no restrictions on the publication of appropriate images of individuals in prospectus, newsletters, posters or flyers, except the general rule: 

· Where student faces are recognisable, names should not be used 
· Where student names are used, photographs should not be recognisable or linked. 

Electronic Media 
As above, but the following also applies: 

· Images should not be manipulated except as required to improve the exposure, composition or framing. 
· Images should be published in the lowest acceptable quality to reduce the risks of third party manipulation. 
· Care should be taken over the angles chosen for filming higher risk sporting situations (i.e. swimming, trampolining, some athletics events, gymnastics) Profile shots (side-on) are generally more informative and less prone to risk of misuse. 
· Filming pupils on the pool side should be avoided 
· Some sports clothing creates added risk 
· Try to set the camera on a tripod and avoid filming situations where the camera is used indiscriminately to film pupils who are unaware that they are in shot. 
· Inform all pupils working within the space that video is being used. 
· Use general views to establish the theme 
· Shots held for a maximum of 3 seconds reduce risks (this makes the clip very difficult to manipulate) 
· Interviews should be head and shoulders 
· Interviews of minors should not identify them. (This includes text over and voice over) 


5 STUDENT OWNED IMAGING EQUIPMENT 

Students are not allowed to bring imaging equipment to school except under special circumstances (listed below). This includes cameras, video cameras and image capable mobile telephones, PDAs or portable computers. 

This is a Child Protection Policy. 
Staff who become aware of students in possession of imaging equipment are required to confiscate the equipment in accordance with the school policies. Equipment will only be returned to parents and: 

Where we have reason to suspect that a device contains illegal or inappropriate images, or images that compromise other people’s privacy, we will require parents to telephone to make an appointment to collect them, and to check the images in the presence of a senior member of staff. 
For subsequent confiscations, or where images are particularly sensitive or inappropriate, exclusion from school may be considered and the equipment will be confiscated. 
Students who refuse to cooperate with a confiscation may also be excluded. 

SPECIAL CIRCUMSTANCES
· School trips and visits 
· When specific permission has been granted such as for special events like Year 11 last day 

6 THIRD PARTY IMAGING EQUIPMENT 

Normal visitors to the school site will be in the company of a member of staff, and should be informed that they may not record any images on the school site without the specific permission of the Headteacher. 

Visitors who may be working or visiting unsupervised (such as contractors, trainee teachers etc.) must sign a declaration that they will not record images on site without the specific permission of the Headteacher. 






























CONSENT FORM FOR PHOTOGRAPHS OF CHILDREN

To: Name of parent or guardian: ----------------------------------------------

Or:  Headteacher : ------ --------------------------------------------------------------------------

Name of pupil (if applicable) --------------------------------------------------------------------

School: -----------------------------------------------------------------------------------------------

Location: ---------------------------------------------------------------------------------------------

The School would like to take photographs of pupils for future use and reference; these photographs may appear in our printed publications, on our web site, or both.
Before taking any photographs of a pupil, we need your permission.  Please answer questions 1 and 2 below, then sign and date the form where shown.  Please return the completed form as soon as possible.

If group photographs are organised and individual children cannot easily be identified, Headteachers should ensure that parents are aware and have given general consent.  The Headteacher may make a consent declaration below.

To the parent								please circle

1. May we use your child’s photograph in		
printed publications produced by the School?			Yes / No

2. May we use your child’s photograph on our web site?		Yes / No					
To the pupil

3. I consent to my photographs being used and 			Yes / No
do not require my parents’ consent 

To the Headteacher 

4. I have established, in writing, which parents are happy for		Yes / No
for their children to take part in photographs for use in the S
school’s printed publications or on its web site (or both). 

Please note that web sites can be viewed throughout the world, not just in the United Kingdom where UK law applies. This form is valid for four years from the date of signing. The School will seek renewed consent if the photograph(s) are to be re-used after that time


Signed:							Date:

Please return this form to:
Headteacher
Pendlebury Centre, Edgeley Road, Stockport, SK3 0RJ
CONSENT FOR RECORDINGS (Photo & Sound)

To: Name of parent or guardian:-----------------------------------------------

Or:  Headteacher : ------ --------------------------------------------------------------------------

Name of pupil (if applicable) --------------------------------------------------------------------

School: -----------------------------------------------------------------------------------------------

Location: ---------------------------------------------------------------------------------------------

The School would like to record pupil’s activity as part of the School’s teaching and learning programme.  The recordings will be used to give teaching feedback to the children in class or group settings.  It is not intended to retain the recordings (unless retention if required for coursework or exam purposes) and the recordings will not be supplied to third parties, other than examiners.

This is a requirement of the School and specific consents will not be sought before any such recording takes place.  If you object to such recordings pupils may not be able to participate in the full set of school activities.

To the parent								please circle


1. I consent to recordings being made of my 				Yes / No
     child for teaching purposes

2. I object to recordings being made of my  child and I			Yes / No
 I request that s/he be exempted from any classes where
 such recordings may take place


To the pupil
		
3. I consent to my photographs being used				Yes / No
and do not require my parent’s consent

This form is valid for the duration of the time the pupil is at the School.  It is the responsibility of parent/carers to advise the school of any changes to caring arrangements or, any concerns regarding individual events/use of images, which may affect the validity of the above.


	Signature: 
	Date: 



Please return this form to:
Headteacher
Pendlebury Centre, Edgeley Road, Stockport, SK3 0RJ
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