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CCTV Policy 

1. Introduction 

This Policy controls the management, operation, use and confidentiality of the three Closed Circuit 
Television (CCTV) cameras located in Chelveston Village Hall owned by the Directors (Trustees) of the 
Educational Foundation of Abigail Bailey and Ann Levett CIO. 

The use of CCTV, and the associated recorded images, is covered by the General Data Protection 
Regulation (GDPR) and Data Protection Act 2018. It has been updated using the Information 
Commissioner’s Office (ICO) guidance. The CIO is registered with the ICO (registration ZB846443).  

This CCTV policy will be subject to periodic review by the Directors to ensure that it continues to reflect 
the public interest and that it and the system meets all legislative requirements. 

The Directors will follow the data protection principles including: 

• data must be fairly and lawfully processed; 

• processed for limited purposes and not in any manner incompatible with those purposes; 

• adequate, relevant and not excessive; 

• accurate; 

• not kept for longer than is necessary; 

• processed in accordance with individuals’ rights; 

• secure; 

2. Statement of Purpose, Lawful Basis and Scope of Operation 

a. The purpose of the porch and corridor cameras is to ensure that the hall is only accessed by 
authorised hirers and is only used during the agreed hours. The GDPR lawful basis is Legitimate 
Interests (e.g., security, preventing fraud). The system will not be used to invade the privacy of 
any individual and sound is not recorded. 
 

The first camera is installed in the entrance porch of the Village Hall, positioned so that it can only 
record activity within the porch, and not within the main Hall or outside the premises. The 
camera’s field of view does not extend to the public highway and cannot record images of anyone 
outside the porch. The system is activated by the opening of the outer or inner doors, and 
provides an email alert noting the time of access and exit from the hall.  The system makes a ~1 
minute video recording on each occasion.  
 
The second camera is installed in the rear corridor of the Village Hall, positioned so that it can 
only record activity in the corridor next to the rear doors, and not within the main Hall. The 
camera’s cannot record images of anyone outside the rear doors when closed. The system is 
activated by the opening of the rear from the outside or by approaching the rear doors from the 
inside, and provides an email alert noting the time of access and exit from the hall.  The system 
makes a ~1 minute video recording on each occasion. 
 

b. The purpose of the shed camera is for the security of the external shed. The GDPR lawful basis is 
Legitimate Interests (e.g., security, preventing theft). The system will not be used to invade the 
privacy of any individual and sound is not recorded.  
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One camera is used to monitor the shed. The camera’s field of view does not extend to the 
gardens of School House or the public highway. The system is activated by detection motion in its 
field of view and provides an email alert noting the time of approaching the shed.  The system 
makes a ~1 minute video recording on each occasion.  
 

At nights, motion detection of a person will trigger a security light to illuminate the shed. An 
authorised operator can also manually activate a siren as a further deterrent.    

3. Responsibilities of the Directors 

The Directors of the Educational Foundation of Bailey and Levett CIO take full responsibility for the 
management and operation of the system, and are responsible for setting the CCTV policy.  

Any changes that would have a significant impact on either, the purpose, scope or policy of operation of 
the CCTV scheme will be considered at a CIO Director’s meeting.  Any agreed will then be incorporated 
into this policy. 

4. Management and Access to the System 

Day-to-day operational responsibility rests with the Village Hall Manager.  

Hirers of the Village Hall will be informed of the existence of the camera in the standard conditions of 
hire. 

CCTV signage will be placed on the external shed, and the outside of the doors. 

Complaints and enquiries about the operation of the CCTV system should be directed to the Village Hall 
Manager in the first instance, phone 01933 42 32 43 or email chelveston.village.hall@gmail.com. 

Individuals have the right to request access to CCTV footage relating to themselves under the Data 
Protection Act as a Subject Access Request (SAR).  All SARs should be made in writing to the Village Hall 
Manager.  

Individuals submitting SARs for access will be asked to provide sufficient information to enable the 
footage relating to them to be identified; i.e. date, time and location. A fee of £10 will charged per 
request. The Village Hall Manager will respond to requests within 40 calendar days of receiving the 
written request and fee. 

The Directors reserve the right to refuse access to CCTV footage where this would prejudice the legal 
rights of other individuals or jeopardise an ongoing investigation. 

5. Control and Operation of the CCTV 

The following points must be understood and strictly observed: 

• The system will be only be operated by authorised individuals.   

• Passwords and access codes for the CCTV system are stored securely and never disclosed. If other 
access devices are to be enabled, this will be done by the Director (Finance & Governance). 

• No public access will be allowed to the camera images except for lawful, proper purposes.   

• The Police (and other law enforcement agencies) 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 Village Hall to review and confirm the CIO’s operation of CCTV 
arrangements.  Any visit by the Police to view images will be logged by the Village Hall Manager. 

• If a download of imagery is required e.g. for the Police or a SAR, the digital records on the 
downloading device should be erased once the transfer has been completed.   

 

 

mailto:chelveston.village.hall@gmail.com
https://villagehall.chelveston.org.uk/policies/chelveston-village-hall-standard-conditions-of-hire
https://villagehall.chelveston.org.uk/policies/chelveston-village-hall-standard-conditions-of-hire
mailto:chelveston.village.hall@gmail.com


CCTV Policy 

Page 3 of 3 Educational Foundation of Bailey and Levett CIO 

 Contact us: chelveston.village.hall@gmail.com  

 

6. The use of CCTV images 

• For each registered booking: 
➢ The first few seconds of recordings will be reviewed by the Village Hall Manager to verify that 

the Hall is being accessed at the booked time by the authorised hirer.   
➢ A time stamped snapshot image of the first entry to the Hall, and the last exit from the Hall, by 

the hirer will be taken and retained for a maximum of 6 months or until invoices for the hire 
have been raised and settled. 

➢ Camera recordings between the first entry and last exit will not normally be viewed unless there 
is an incident requiring investigation. 
 

• For unauthorised or unscheduled access: 
➢ Camera footage will be reviewed by the Village Hall Manager as soon as possible in an attempt 

to identify the person accessing the Hall or shed. 
➢ If the person is known to the Village Hall Manager and the access to the Hall or shed is for a 

legitimate purpose, then the recording will not normally be saved. 
➢ If the person is not known to the Village Hall Manager or the access is not legitimate, then the 

recording will be saved whilst an investigation is undertaken. 
 

• All camera recordings (unless saved) will be automatically erased by overwriting as the CCTV cycles 
through the memory store. Erased recordings cannot be recovered. 

• Saved recordings will be manually erased once the purpose for their being saved has been completed 
e.g. incident investigation. 

• 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.  The Village Hall Manager would inform the Directors of any such emergency. 

 

 

Policy adopted 28th September 2026 

 

Version Date Changes 

   

2 28/09/2026 Updated for additional CCTV and newer legislation/guidance 

1 01/01/2025 Policy carried over from the Educational Foundation to the CIO. 

 

mailto:chelveston.village.hall@gmail.com



