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CCTV POLICY

Introduction

Padworth Village Hall (“PVH”) uses closed-circuit television (CCTV) to help keep the building and grounds safe.  Cameras are placed around the premises. Images are recorded digitally and are automatically overwritten after 14 days. This policy explains how the CCTV system is managed, who can access it, and how images are used and protected.

Purpose of CCTV
The CCTV system is used to:
· help keep the premises secure
· deter and prevent crime, vandalism and anti-social behaviour
· help provide a safe environment for volunteers, staff, hirers, visitors and contractors
· assist the police and other law-enforcement agencies when they are carrying out their lawful duties

CCTV is not used for monitoring individuals unnecessarily or for any purpose other than those listed above.

Legal Compliance
The use of CCTV at PVH is covered by the Data Protection Act 2018 and the UK General Data Protection Regulation (UK GDPR).

PVH follows the Information Commissioner’s Office (ICO) CCTV Code of Practice to make sure the system is used responsibly and lawfully.

CCTV Warning Signs
Clear and visible signs are displayed at PVH to let people know that CCTV is in operation. PVH is the Data Controller for the CCTV system and is responsible for ensuring that signs are in place and kept up to date.  The location of the warning signs are placed around the exterior of the building.

Siting the Cameras and Coverage
Camera Locations and Coverage
The CCTV system has been designed to be effective, but it cannot guarantee that every incident will be recorded.

Cameras have been positioned carefully so that:
· they only capture images relevant to the purposes of CCTV
· people’s reasonable expectations of privacy are respected
· coverage is limited to PVH premises, including some public areas where necessary

There are:
· 5 external cameras operated by PVH
· 3 additional cameras operated and maintained by YMCA Reading FC, covering the rear of the hall and the football pitch

The YMCA Reading Football Club cameras are motion-activated, not live-streamed, and recordings are kept for 14 days. Requests for footage from these cameras follow the same process set out in this policy.

Storage and Retention of CCTV images
CCTV images are stored securely for up to 14 days on a recording system kept at PVH.

Access to the system is limited to:
· the PVH Security Warden
· authorised members of the PVH Management Committee

Images may be kept for longer than 14 days if:
· an incident has occurred
· a request has been made by the police
· a Subject Access Request has been received
· images are needed as part of an ongoing investigation

Any images kept for longer periods are stored securely and only for as long as necessary.

Access to CCTV Images and Disclosure
Only the PVH Security Warden and members of the PVH Management Committee (who are also Trustees) may view or copy CCTV footage.

Images will only be shared when there is a valid reason and in line with this policy. If images are given to a law-enforcement agency, that agency becomes responsible for the copy they receive.

When images are disclosed:
· the disclosure is authorised by the Data Controller (or their deputy)
· a log is kept showing what was shared, when, why, and with whom
· official requests from law-enforcement agencies are retained on file
· images are shared securely
· images are not posted online, shared with the media for entertainment, or used for any unauthorised purpose
· where possible, images of people not involved are blurred or obscured

Subject Access Requests
Individuals have the right to request copies of CCTV images that show them.
Requests must be made in writing or by email to the PVH Security Warden and should include:
· the date
· the approximate time
· the location

This information helps PVH find the correct footage.
PVH will respond within one month of receiving the request. All requests are logged.

Access may be refused if releasing the footage would:
· affect the rights of other people
· interfere with an ongoing investigation

If a request is refused, the individual will be told why and informed of their right to complain to the Information Commissioner’s Office.

Complaints
Any questions or complaints about CCTV at PVH should be sent to the Data Controller in the first instance:
· Email: info@padworthvillagehall.co.uk

Review
This policy will be reviewed at least annually by the PVH Management Committee or when new legislation requires this policy to be updated.  The CCTV Notice appended to this policy forms a checklist for the PVH Management Committee to use and is displayed on the noticeboard to provide assurances on the proper use of CCTV to volunteers, staff, hirers, visitors and contractors.


Reviewed January 2026
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CCTV Notice / Checklist
The CCTV system at Padworth Village Hall is controlled by the PVH Management Committee.
Day-to-day responsibility lies with the PVH Security Warden.
The Management Committee has confirmed that:
· CCTV is needed to help prevent crime and keep people safe
· CCTV is not used for any other purpose
· use of CCTV is reviewed annually
The following checks have been completed:
· The Information Commissioner has been notified
· A named Data Controller is in place (Jacky Jones)
· A responsible person oversees the system
· Cameras provide clear images suitable for police use
· Cameras are positioned carefully and avoid unnecessary intrusion
· Clear signage is displayed
· Access to images is strictly limited
· Images are only kept for as long as necessary
· Images are only shared with law-enforcement agencies when appropriate
· Privacy risks have been considered
· Procedures are in place for Subject Access Requests
· Regular checks ensure the system works properly
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