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1 Policy Statement  
 
Corby Borough Council (CBC) operates and manages a number of 
Surveillance Cameras & Closed Circuit Television (CCTV) systems for the 
purpose of monitoring public open space to deter anti-social behaviour, 
prevent and detect crime and to monitor council buildings, vehicles and 
premises for security and Health & Safety reasons.  
This policy and code of practice (COP) has been compiled following the 
publication of the Home Office Surveillance ‘Camera Code of Practice’ (June 
2013) and the subsequently revised Information Commissioners Code of 
Practice (October 2014). 
  
2 Vision and Overview 
 
This Policy sets out the Council’s vision in respect of its use of Surveillance 
Camera CCTV systems. It is the Council’s belief that the effective use of this 
technology contributes to the achievement of the Council’s Ambition and 
Mission, most significantly in the corporate themes around Promoting 
Healthier, Safer and Stronger Communities and Delivering Excellence.   
Corby Borough Council has a strong track record in utilising CCTV effectively, 
evidenced by significant crime reduction, increased community confidence, 
and more effective partnership working.      
 
The Council’s vision is for an effective, value for money service that operates 
with clear and consistent management across different service areas, holistic 
organisational alignment ensuring compliance with all legal requirements 
including: Data Protection Act 1998; Protection of Freedoms Act 2012; 
Freedom of Information Act 2000; Human Rights Act 1998; and, where 
applicable, the Regulation of Investigatory Powers Act 2000.  
 
CCTV is now widely recognised as a valuable resource against vandalism, 
littering and other forms of Anti-Social Behaviour, as well as a useful means of 
identifying trouble spots where this kind of offence is likely to occur. It also 
plays an increasingly major role in the prevention of more serious crime, 
reducing the fear of crime, tracking and assisting in the apprehension of 
offenders, and often providing irrefutable evidence towards conviction. It was 
for exactly this reason that, in 1994, CCTV was first introduced to Corby, with 
a mere four cameras and a video recorder.  
 
Since those pioneering days, the facility has gradually developed into a highly 
sophisticated network of over 100 cameras, linked to a round-the-clock, high-
speed, digital recording system, manned by a fully-trained team of licensed 
professionals, highly commended by everyone, except the criminals. What’s 
more, the system continues to expand in keeping with the town’s growing 
residential boundaries and its image as a rapidly developing Borough. 
 
In addition to monitoring many of the town’s retail areas, public houses with 
the ability to instantly contact the Police via the ‘Airwave’ radio system, the 
CCTV Control Room acts as a central contact point actively aiding to co-
ordinate partnership activity. 
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The Control Room is manned 24 hours a day (365 days a year) by Corby 
Borough Council, and in full co-operation with a range of partners including 
Northamptonshire Police, Corby Community Safety Partnership, and the 
residents of Corby, Northamptonshire. 

 
Due to the governments continued development in this area of work, the 
Policy & COP will be reviewed in-line with changes to government guidance 
and policy.  
 
This Policy gives the broad legal background and provides the framework for 
the accompanying procedure which is to be followed by all CBC service areas 
that operate or manage a Surveillance Camera CCTV system.   The various 
operational and business requirements of the systems across the organisation 
mean that they are managed by different service areas, but the procedure 
provides the management processes for implementing and managing a 
system, its overall management, holistic organisational alignment, and 
clarifies the process for members of the public to access CCTV records.   The 
Council expects all systems to be managed and purchased ensuring value for 
money and effectiveness.  The accompanying Code of Practice is designed to 
help those who use surveillance cameras to collect images to stay within the 
law. 
 
3 Scope  
 
This policy applies to all ‘surveillance camera & CCTV systems’ managed by 
the authority. Where required service areas may implement additional 
supporting procedures or guidance as appropriate for their specific needs. 
Where service areas do have local procedures to support this policy, they 
must ensure that local procedures are in compliance with this policy 
framework and relevant legislation and Codes of Practice.  
Emerging technological developments, such as automatic number plate 
recognition and facial recognition systems are included within the policy 
framework as far as is reasonably practicable.  
 
Covert surveillance means surveillance which is carried out in a manner 
calculated to ensure that the person(s) subject to the surveillance are 
unaware that it is or may be taking place. This form of surveillance is 
regulated by the Regulation of Investigatory Powers Act 2000 (RIPA) and is 
covered by a separate guidance document; please refer to section 5.4 for 
more information.  
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4 Definitions  
 

 
CCTV  

 
Closed Circuit Television System  

CBC  Corby Borough Council  
DPA  Data Protection Act 1998  
FOI  Freedom of Information Act  
GIS  Graphical Information System  
HRA  Human Rights Act 1998  
ICO  Information Commissioners Office  
PIA  Privacy Impact Assessment  
POFA  Protection of Freedoms Act 2012  
RIPA  Regulation of Investigatory 

Powers Act 2000  
SAR  Subject Access Request  
SIA  Security Industry Authority  
 
5 Legal Context  
 
The introduction, management and operation of CBC’s Surveillance Camera 
and CCTV systems take into account the following legislative requirements:  
 
5.1 Data Protection Act 1998 
 
CBC complies with the Data Protection Act in relation to its CCTV monitoring 
systems. In addition to standards that are required to ensure compliance with 
the act, the Council will seek to operate within standards recommended as 
good practice. CBC's registration number with the Data Protection Registrar 
is: 25560361 CBC will only disclose information protected by the Data 
Protection Act in the circumstances set out in the Act.  
 
5.2 Human Rights Act 1998 
 
CBC complies with the European Convention on Human Rights which is 
directly enforceable under UK law. In particular the implications of Article 8, 
the right to respect for private and family life, will be considered in the 
operation of existing CCTV systems and before the introduction of new 
systems.  
 
5.3 Freedom of Information Act 2000 
 
CBC is bound by the provisions of the Freedom of Information Act 2000, 
which encourages a presumption of disclosure of information by public 
authorities to the public upon request. Requests for disclosure under the 
Freedom of Information Act 2000 will however be considered in the light of the 
Council’s obligations under the Data Protection Act 1998.   
 
In the event of a conflict, the Council will decide whether it is in the public 
interest to disclose the requested information. However the presumption will 



6    Corby Borough Council CCTV Policy and Management Code of Practice  
 

be that the right to private life is overriding and disclosure will only be in 
exceptional circumstances.  
 
5.4 Regulation of Investigatory Powers Act 2000  
 
CBC complies with the provisions of the Regulation of Investigatory Powers 
Act (RIPA) 2000. In addition the Council adheres to the requirements of RIPA 
when considering the use of CCTV systems to specifically target individuals to 
observe and/or record their activities. Such planned activities fall within the 
scope of directed surveillance and are subject to the controls established by 
RIPA. 
 
Any queries in relation to RIPA and or non-RIPA surveillance should be 
referred to Legal Services, The Corby Cube, George Street, Corby, 01536 
464000.  
 
5.5 Private Security Industry Act 2001 
 
Where staff are supplied under a contract for services to operate CCTV 
systems monitoring public space on behalf of the Council they will hold a 
Security Industry Authority (SIA) licence in accordance with the provisions of 
the Private Security Industry Act 2001. A SIA licence is required if you 
undertake the licensable activities of a ‘public space’ surveillance (CCTV) 
operative. For employees who need this licence as part of their role, for 
example the directly employed CCTV Team, the license will be paid for by the 
relevant service and renewed every 3 years. 
 
As appropriate, the requirement to hold a valid SIA licence will be built into 
recruitment and selection procedures, training procedures, and into job 
description/ person specifications as an essential requirement. 
 
Managers, working with relevant HR advisors, will periodically, in-line with SIA 
guidance, review who is trained and renew licences as required.  
The authorities Code of Conduct sets out employee responsibilities in relation 
to their conduct and adherence to policies and procedures. 
 
Employees who manage or operate office based systems that record activities 
on Council premises or within Council buildings do not require an SIA license. 
For teams that undertake or are directly responsible for considerable amounts 
of surveillance activity, SIA training should be considered.  
 
5.6 Copyright, Designs and Patents Act 1988 
 
The copyright of all CCTV footage recorded by CBC is owned exclusively by 
CBC.  
Any use of footage without the express written consent of CBC in advance is 
an infringement of copyright and CBC shall be entitled to compensation for 
any infringement.  
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CBC further reserves the right, where consent to use footage is granted, to 
seek payment of a fee in advance to cover the costs incurred in the provision 
of said footage.  
 
5.7 Protection of Freedoms Act (2012) 
 
Since the launch of the Surveillance Camera Code of Practice which 
supplements the ICO CCTV Code of Practice. The Code is pursuant to 
Section 29 of the Protection of Freedoms Act 2012. The 12 guiding principles 
contained within the Protection of Freedoms Act 2012 are included within our 
Code of Practice (Appendix 2).  
 
6 Implementation  
 
The Surveillance Camera and CCTV Policy cover all sections of the Council. 
The accompanying Management Code of Practice is recommended to all 
areas as best practice. 
The Management Code of Practice assists managers to set out clear 
protocols and measures for the effective implementation, management and 
review of systems in compliance with regulation and government best 
practice. 
 
7 Monitoring  
 
Effective management of Surveillance Camera and CCTV systems, and 
adherence to this policy and procedures, will be monitored within each 
relevant service area. 
Systems will be reviewed annually, as a minimum using Appendix 6 
Surveillance Camera Control Form & Annual Review Template, with progress 
being monitored by the CCTV Management Group. Significant compliance 
issues will be reported by the Chair to the relevant management groups, 
Heads of Service or Director for escalation. In addition to the surveillance 
system itself, any information used to support a surveillance system will be 
kept accurate and as up-to-date as practicably possible.  
 
Performance information may be appropriate for inclusion into service areas 
performance management framework (such as number of complaints, number 
of access requests). As appropriate and in-line with usual practice the 
Councils Audit team may undertake periodic compliance audits. 
 
The Community Safety Manager will provide updates and escalate issues to 
the Senior Neighbourhood Manager and other management groups or Heads 
of Service/ Director as appropriate.  
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8 Failure to Comply  
 
8.1 Council Policy 
 
Employees who fail to adhere to or abuse this policy may face disciplinary 
action.  
 
8.2 Home Office Surveillance Camera Code of Practice (June 2013) 
 
The Home Office document states; ‘Failure on the part of any person to act in 
accordance with any provision of the above code does not of itself make that 
person liable to criminal or civil proceedings, and a court or tribunal may take 
into account a failure by a relevant authority to have regard to the code in 
determining a question in any such proceedings’.  
 
9 Review  
 
The Policy will be reviewed every three years as a minimum, subject to the 
recommendations or need for review by the services that operate Surveillance 
Camera and CCTV systems, feedback from Legal or Audit, or the need to 
review in conjunction with national policy developments or the legal frame 
work.  
 
CBC’s list of CCTV sites and associated system detail as set out within the 
Code of Practice will be reviewed annually, as a minimum, by each service in 
order to comply with ICO guidelines.  
 
10 Useful Contacts & Management Working Group  
 
10.1 Useful Contacts  
 
General queries from the public should be directed toward Customer Services 
01536 464000, with detailed requests then being forwarded to the relevant 
department.  
Urgent Police requests can be made outside of working hours directly to the 
CCTV control room via the AIRWAVES radio system  
 
10.2 Management Working Group 
 
The working group is managed by the Senior Neighbourhood Manager and 
the Community Safety Manager and is responsible for direction to and liaison 
with CBC service areas managing CCTV systems as appropriate. 
Review, progress, and issues reports will be presented annually to the 
Community Safety Partnership and Crime and Disorder Committee. 
The Management Working Group shall also be the point of contact for 
arranging any required visits to the Borough Council CCTV control room, all 
visits required to the control room should be planned in advance and may be 
subject to short notice cancellation.  
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11 Complaints  
 
All complaints regarding the application of the Policy and Code of Practice 
should be directed to the Customer Service team, for recording and action. 
Complaint information relating to formal CCTV complaints will be published 
annually.  
 
12 Equality Statement    
 
CBC is committed to ensuring that all customers, service users and 
employees are treated fairly and with respect, and are provided with 
appropriate support to ensure equality of opportunity and fair access to 
services taking into account their needs in relation to race, religion, disability, 
gender, age and sexual orientation. 
 
CBC will, in its contacts with stakeholders and the public, actively encourage 
the valuing of diversity within our communities and promote equality of 
opportunity for all in accordance with the Equality Act 2010. 
 
An Equality and Diversity Impact Assessment has been carried out during the 
development of the CCTV Protocol. Separate impact assessments are also 
undertaken for each system operated by CBC. 
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1. About this Code  
 

This code provides advice and guidance to service areas that are involved in 
operation of CCTV and other surveillance camera devices that view or record 
information, and covers other information that relate to individuals. Information 
held by organisations that is about individuals is covered by the Data 
Protection Act and the guidance in this code will help them to comply with 
their legal obligations, in conjunction with other organisational procedures and 
professional support. 
 
The code also reflects the wider regulatory environment. When using, or 
intending to use surveillance systems, many organisations also need to 
consider their obligations in relation to the Freedom of Information Act 2012, 
the Human Rights Act 1998, and the Secretary of State’s Code of Practice. 
 
Recommendations within our code are based upon the 8 principles of data 
protection (Appendix 1), while also taking into consideration the 12 principles 
provided by the Secretary of State (Appendix 2) and general best practice.  
 
The code of practice will: 
 

 Help ensure that those capturing individuals’ information comply with 
DPA.  

 Contribute to the efficient deployment and operation of systems.  

 Mean that information is captured in a usable format. 

 Reduce reputational risks. 

 Re-assure those whose information is being captured (both members 
of the public and employees). 

 Help to inspire wider public trust and confidence in CCTV. 

 Help promote best practice. 
 
Covert surveillance activities are not covered here; please see section 2.4 of 
the Policy. 
 
Readers are reminded that both the Management Working Group and the 
Legal Service team can provide specialist assistance. 
 
 
2 Deciding whether to use or continue using CCTV  
 
2.1 CCTV Use. 
 
Using CCTV can be intrusive as it is capable of putting law abiding people 
under surveillance and recording their movements as they go about their day 
to day activities. The decision to install and continue using CCTV must be 
made by the relevant Head of Service. 
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Before introducing a CCTV system the Council will carefully consider and take 
into account the benefits which can be gained by its introduction, whether 
better solutions exist and what effect it may have on individuals. 
 
A privacy impact assessment will be undertaken to determine whether CCTV 
is justified and if so how it should operate in practice (section 9).  
 
CCTV systems will be reviewed annually (by each managing service) to 
ensure that their use is still justified and that they continue to fulfil their stated 
purpose, operate effectively and comply with all relevant legislation (Appendix 
8). 
 
If you are unsure what Council CCTV is in place in a particular geographical 
area, a CCTV Map of Corby is available on the Councils website. 
 
Before taking steps to procure CCTV we shall consider alternatives, for 
example, if vehicles are being damaged overnight in a car park, consider 
whether improved lighting would reduce the problem more effectively than 
CCTV. It should be noted that should the ICO feel the use of CCTV has been 
disproportionate or unfair they can issue a legal Enforcement Notice on the 
authority.  
 
2.2 Procurement & Information Management procedures. 
 
Any decision to install a CCTV system sits with the appropriate Head of 
Service who has overall responsibility for each system within their area. 
 
The procurement and installation of new CCTV systems must be done in 
liaison with Procurement procedures and the relevant building or site 
manager. 
 
For anyone considering the installation or replacement of a CCTV system in a 
Council owned building, it is strongly recommended that you contact the 
Senior Neighbourhood Manager, to discuss before liaising with any external 
providers.  
 
2.3 Privacy Impact Assessment/ Management Control Template. 
 
All systems should have a PIA completed in the first instance before a system 
is purchased or sited. Users need to consider the privacy issues involved with 
using surveillance systems to see if their use would be necessary and 
proportionate, the process asks for less intrusive methods to be considered as 
part of the process. 
 
PIA’s will then be annually reviewed as part of the management control 
process and held by the relevant service. 
 
Additional service based guidance or protocol documents may be created in 
accordance with Council procedures and advice as appropriate from Legal 
Services.  
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3 Effective Administration  
 
3.1 Data Controller 
 
CBC, acting as the Data Controller, is responsible for compliance with the 
Data Protection Act and is responsible for the control of images, deciding 
what is to be recorded, how the images will be used and to whom they may 
be disclosed. 
 
3.2 Partner Organisations 
 
Where more than one organisation is involved in a CCTV system, for example 
the Police, the responsibilities and obligations of each organisation will be 
clearly defined. Where partner organisations make decisions about the 
purpose and operation of the scheme, they are also responsible for data 
protection.  
 
3.3 Clear Operating Procedures  
 
Each camera or system will have clear procedures to determine how the 
system is used in practice. These will be communicated to those who operate 
the system by the local line manager or system manager.  
 
 
4. Selecting and locating cameras  
 
4.1 Existing systems camera additions and locations 
 
CCTV captured images must be adequate for the purpose for which they are 
being collected. It is essential that camera equipment and locations are 
chosen to achieve the purpose of using CCTV.  
Both permanent and movable cameras will be sited and image capture 
restricted to ensure that they do not view areas that are not of interest and are 
not intended to be the subject of surveillance. Where new locations are used 
for movable cameras a PIA and Equality Impact Assessment shall be 
completed. 
Cameras will be sited and systems will have the necessary technical 
specification to ensure that images are of the appropriate quality. 
When considering the quality of images we will take into account the purpose 
for which CCTV is to be used and the quality that will be necessary to achieve 
that purpose. In doing so we will identify the needs of a CCTV system in 
accordance with one (or more) of the Home Office Scientific Development 
Branch’s recommended categories, i.e. 
 

Monitoring: to watch the flow of traffic or the movement of people where 
individual figures do not need to be identified.  

 

Detecting: to detect the presence of a person in the image, without needing 
to see their face.  
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Recognising: to recognise somebody you know, or determine that 
somebody is not known to you.  

 

Identifying: to record high quality facial images which can be used in court 
to prove someone’s identity beyond reasonable doubt.  
 
Consultation with stakeholders such as Northamptonshire Police and relevant 
teams within Corby Borough Council will be undertaken as appropriate. 
 
For any services considering the installation or replacement of a CCTV 
system in a Council owned building, it is strongly recommended that you 
contact the Senior Neighbourhood Manager or Community Safety team via 
01536 464603, to discuss before procuring. 
 

4.2 Immediate and urgent response due to Anti Social Behaviour, Crime 
and Community Safety issues  
 
An exception to the normal governance process for the locating of CCTV 
camera systems will be those instances where overt surveillance is required 
to provide evidence of Crime, Anti Social Behaviour or related issues in a 
specific location, or to act as a deterrence to prevent further occurrences. For 
such instances the surveillance will only be of an overt nature and as such 
Non RIPA authorisation will be required and obtained utilising the form as per 
appendix 7 and the relevant procedures as contained in the Surveillance 
Policy followed. Such Non RIPA applications and authorisations are strictly 
time bound and for a specific purpose and any images secured can only be 
used in relation to the situation referenced within the application. 
 

5 Signage  
 
Approved signage for general CCTV systems that can be printed on a 
standard colour printer (A4) are enclosed as Appendix 4. Laminating and card 
printing options are available from the Corporate Print Room. 
 
As part of the annual review process, system users check and replace signs 
as appropriate. Unless a system is deemed to be covert, a sign must be in 
place within that local area.  
 
6 Other forms of surveillance technology  
 
Surveillance systems continue to grow as technological developments 
advance, with greater opportunities for data collection and sharing. If you 
intend to match data together from different systems the information must be 
accurate and not excessive, see POFA Principle 12. In all cases below, it is 
recommended that a Privacy Impact Assessment is carried out at the design 
stage. 
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6.1 ANPR 
 
The amount of data being collected can be considerable and consideration 
needs to be given as to exactly what data is being collected and its purpose. 
Records must be kept and stored accurately and if you intend to share the 
data you must have a data sharing agreement. Retention records limits 
should be made clear and reviewed regularly to ensure the data is not being 
kept longer than is needed. Signage should be considered in all cases. 
Consideration must also be given to the security of the data and its storage, 
ideally being recorded or held using encrypted technology. 
If you intend to regularly share recorded information with third parties it is 
important to have a data sharing agreement in place. 
 
Service areas operating systems of this type must formulate and manage 
specific local procedures for its effective and lawful use.  
 
6.2 Body Worn Video  
 
The use of cameras normally attached to clothing that often record both visual 
and audio information. Due to the nature of the cameras they can be more 
intrusive than traditional CCTV, and use must be justified based upon whether 
or not it is proportionate, necessary and addresses a pressing social need. 
Systems can usually be turned on and off easily, and in this respect it should 
be normal practice to turn off the camera if the need is not justified. 
 
Service areas operating systems of this type must formulate and manage 
specific local procedures for its effective and lawful use.  
 
6.3 Unmanned Aerial Systems (Drone cameras)  
 
Unmanned aerial systems (UAS) or vehicles (UAV) have a variety of names 
and are often referred to as drones. Fitted with a camera, they can record 
data and were used by the military.  
Where UAS are used for Council use, operators must comply with data 
protection obligations, specifically the potential privacy intrusion as the 
potential for recording images unnecessarily is high.  
A PIA must be completed, and as with Body Cams, recording should not be 
continuous unless there is a clear justification.   
 
Service areas operating systems of this type must formulate and manage 
specific local procedures for its effective and lawful use, being approved by 
Management Working Group/ Legal Services as appropriate 
 
6.4 Automated recognition technologies 
 
Technologies used to identify individuals faces, the way that they move, walk 
and even the monitoring of eye movements. 
If you intend to use cameras to identify people faces you must ensure that a 
high quality and suitable system is used to fulfil the intended purpose. Users 
should be specifically trained in the use of the system. 
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Service areas operating systems of this type should formulate and manage 
specific local procedures for its effective and lawful use, being approved by 
Information Management team/ Legal Services as appropriate.  
 
 
7 Using the equipment  
 
7.1 Employee Training (public spaces systems) 
 
All employees who are required to operate ‘public space’ CCTV systems, or 
have access to CCTV data will undertake formal training and be required to 
hold the relevant SIA license and DBS Disclosure, as an integral part of their 
role and in line with the Policy.  
 
New employees will receive on-the-job training and mentoring, arranged by 
the Community Safety Manager or CCTV Supervisor. Failure to achieve a SIA 
license or to obtain and maintain satisfactory clearances may result in that 
employee being unable to perform their duties.  
 
7.2 Employee Training (general systems) 
 
Each service area will ensure all operators of systems are briefed on the 
correct operating procedures, and that they are provided with access to the 
CCTV Policy & Management Code of Practice. 
 
7.3 Data Protection 
 
All CBC employees shall receive a Data Protection Act briefing as part of the 
Induction process. 
 
7.4 Reproduction of images 
 
CCTV systems will be capable of reproducing images that are of suitable 
quality for the purpose for which the system was installed. Failure to do so 
may undermine the purpose for installing the system. 
The system should be set up for the effective and efficient export of images, 
being held in a format that can be readily accessed and replayed for law 
enforcement purposes.  
 
7.5 Audio Recording 
 
CCTV systems will not normally record conversations between members of 
the public, but may be used in limited circumstances and will be subject to 
sufficient safeguards. 
 
These may include, for example: 

 Audio based alert systems (such as those triggered by changes in 
noise patterns such as sudden shouting). Conversations must not be 
recorded, and operators should not listen in.  
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 Two-way audio feeds from ‘help points’ covered by CCTV cameras, 
where these are activated by the person requiring assistance.  

 Conversations between staff and particular individuals where a reliable 
record is needed of what was said.  

 Where recording is triggered due to a specific threat, e.g. a ‘panic 
button’ in an interview room, public transport etc.  

 In these limited circumstances signs will be displayed to make it very 
clear that audio recording is being or may be carried out.  

 
7.6 Audio Broadcasting 
 
The use of audio broadcasting messages to those under surveillance will be 
restricted to messages directly related to the purpose for which the system 
was established.  
8 Looking after the recorded material and using the images  
 
8.1 Storing and viewing of images 
 
Recorded material will be stored in a way that maintains the integrity of the 
image to ensure that the rights of individuals recorded by the CCTV system 
are protected and that the material can be used as evidence in court, if 
necessary.  
Viewing of live images on monitors will be restricted to the operator unless the 
monitor displays a scene which is also in plain sight from the monitor location.  
Recorded images will be viewed in a restricted area, such as a designated 
secure office, and restricted to authorised people.  
Images and information will be stored in accordance with the purpose of the 
surveillance camera system, and will be deleted once their purposes have 
been discharged.  
 
8.2 Disclosure 
 
Disclosure of images from CCTV systems must be controlled and consistent 
with the purpose for which the system was established. 
Requests for disclosure of images are dealt with by the Community Safety 
Manager or CCTV Supervisor. 
A record will be kept of the date of disclosure together with details of who the 
images that have been provided to (the name of the person and the 
organisation they represent) and why they are required. Example Forms 
enclosed as Appendix 3. 
 
Judgements about disclosure will be made by the manager named as being 
responsible for operating the CCTV system, based upon the professional 
guidance from Legal Services. The Head of Service has discretion to refuse 
any request for information unless there is an overriding legal obligation such 
as a court order or an information access right. 
Once an image has been disclosed to another body, such as the police, they 
become the data controller for their copy of that image. 
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Information can be released to the media for identification purposes; this 
should not generally be done by anyone other than a law enforcement 
agency. Managers should consult with Legal Services before disclosure. 
 
The method of disclosing images must be secure to ensure they are only 
seen by the intended recipient. In this respect it is recommended that any 
copies of images or data are made in compliance with CBC ICT & PSN 
standards, using encrypted platforms.  
 
8.3 Retention 
 
Recorded information should be stored in a way that maintains the integrity of 
the information so data is secure and available for its intended purpose. 
In most cases, a ‘re-write’ period of 28/31 days should be set as a default 
within the system itself, in cases where CD’s/ DVD’s/ Memory stick’s or other 
mediums are used to store data, this should be encrypted and kept secure in-
line with the CBC ICT policy. 
 
Images will not be retained longer than strictly necessary to meet the 
purposes of recording them. Under normal circumstances images will not be 
kept for longer than 31 days, unless they are being used for evidential 
purposes. 
Arrangements should be put in place by service managers to ensure the 
permanent deletion of images through secure methods at the end of the 
retention period. 
Systematic checks will be undertaken to ensure that the retention period is 
being complied with in practice.  
 
 
9 Responsibilities  
 
9.1 Letting People Know 
 
Prominently placed signs will be displayed at the entrance to CCTV zones. 
This will be reinforced with further signs inside the area.  
 
Signs will 

 Be clearly visible and readable. 

 Contain details of the organisation operating the system, the purpose 
for using CCTV and who to contact about the scheme. 

 Be an appropriate size depending on context, e.g. whether they are 
viewed by pedestrians or car drivers. 

 
For information and a printable version of approved CBC CCTV Signage 
please refer to section 5.  
 
9.2 Handling requests for Subject Access Requests 
 
Footage of members of the public captured by CCTV cameras constitutes 
their personal data. As a result, under the Data Protection Act, members of 
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the public have the right to view and be given copies of this footage from any 
of the cameras that the Council operates. This is processed as a Subject 
Access Request in the same way, for example, as if a member of the public 
wanted a copy of their Social Care records. Information must be provided 
promptly and within 40 days. 
 
If a member of the public requests CCTV footage, employees should first 
check whether or not the incident they wish to view relates to a crime. If so, 
the member of the public should be asked to contact the police first.  
If the request is not about a crime, or the member of the public has already 
contacted the police and been directed to the Council instead, then the CCTV 
Subject Access Request Form should be completed. The form must be signed 
and then returned to the Community Safety Manager. 
 
If the member of the public has not already provided proof of their identity or 
the statutory £10 fee that the Council charges for Subject Access Requests, 
they should be informed that these will be requested before their request can 
be processed. 
A Subject Access Request must be made in writing. Any written requests 
should be accepted and forwarded to the Community Safety Team or CCTV 
Control Room. 
As this request is for visual information, rather than the usual requests for 
paper records, staff should be mindful that we may need more information 
from the applicant than usual to allow us to find the footage. We will need to 
know: 
 

 Where the incident occurred and where the camera is located  

 When the incident occurred  

 A description of the incident that occurred  

 A description of the person (or their vehicle) involved so they can be 
identified in the footage  

 We may also need a copy of proof of car ownership if a vehicle is 
involved  

 
Please note: Insurance companies frequently request CCTV footage relating 
to claims. However, they can only do so with the written consent of the client 
they are representing as this is not the company’s personal information. All 
such requests should instantly be forwarded to the Community Safety Team 
or CCTV Control Room. 
 
Additional information on Data Protection, Freedom of Information and 
Environmental Information Regulation is provided on the CBC website.  
 
9.3 Freedom of Information 
 
The Freedom of Information Act (FOIA) 2000 came into force on 1st January 
2001. It gives the public the right to request all types of recorded information 
held by public authorities. Requests under FOIA must be made in writing and 
must be dealt within 20 working days. For more information on FOI, and for 
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requests for information under this Act please read through the information on 
the website. 
 
Any request for disclosure under the Freedom of Information Act will however 
be considered in the light of the Authority’s obligations under the Data 
Protection Act 1998. In the event of a conflict, the authority shall decide 
whether it is in the public interest to disclose the requested information. But 
the presumption would be that the right to private life is overriding and 
disclosure will only be in exceptional circumstances.  
 
9.4 Privacy Impact Assessment (PIA) 
 
Privacy, in its broadest sense is about the right of an individual to be let alone. 
It can take two main forms, and these can be subject to different types of 
intrusion which are often associated with CCTV;  
 

 Physical  

 Informational 
 
Each camera should have a PIA completed before installation, and during the 
annual review. Services should keep copies of the assessments, done using 
the standard form enclosed. 
Privacy by design must be carried out at the initial stage of consideration of a 
system prior to procurement, deployment and configuration. 
 
PIA template is enclosed as Appendix 5.  
 
9.5 Requests to Prevent Processing 
 
Within the provisions of the Data Protection Act 1998 (s10) individuals may 
request processing be prevented where it is likely to cause substantial and 
unwarranted damage or distress. Requests to prevent processing of 
information should be made to the relevant Head of Service.  
 
9.6 Facial Recognition Technology 
 
Where a CCTV system uses facial recognition technology decisions will not 
be made automatically. Under the terms of the Data Protection Act there will 
also be human intervention before decisions are made.  
 
9.7 Hierarchy of Responsibilities 
 
Overview:  
The Head of Service is the overall owner of each system and are required to 
approve each new system. 
 
Managers are responsible & accountable for effective and efficient 
management of the systems within their area, including completion of the 
annual review, employee training and effective use of equipment. 
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Operational and general day to day use of the system shall be in accordance 
with the code of practice and operational procedures. Individuals are required 
to be proficient in the use of the equipment, and be aware of the aims of the 
policy and code of practice. 
 
10 Annual review  
 
The Information Commissioner’s CCTV Code of Practice stipulates that the 
system should be reviewed annually to determine whether CCTV continues to 
be justified. It further states that it is necessary to establish the system’s 
effectiveness to ensure that it is still doing what it was intended to do. If it 
does not achieve its purpose, it should be stopped or modified. British 
Standard 7958 for the Management and Operation of CCTV in public space 
also requires that an annual evaluation is undertaken. 
 
Each system will be reviewed annually, using the review template Appendix 7 
as a guide; the review includes elements such as maintenance of equipment, 
suitability, continued need and a privacy impact assessment Appendix 5. A 
record of this review will be reported to the Management Group and made 
available for public access within a reasonable timescale. 
 
Service areas will maintain their own records in respect of each system that 
they operate, or are responsible for.  
 
 
11 Complaints Procedure  
 
CBC has an accepted complaints procedure recognised by the Local 
Government Ombudsman. Complaints made regarding the use or operation 
of the CCTV systems will be dealt with in accordance with CBC’s recognised 
Complaints Procedure.  
 
Although this would be the recommended method for issues on operational 
and/or data protection procedures, it does not affect your legal rights.  
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Appendix 1  
 
The Data Protection Act 1998: 8 data protection principles  
 
1. Personal data shall be processed fairly and lawfully and, in particular, shall 
not be processed unless-  
(a) At least one of the conditions in Schedule 2 is met, and  
(b) In the case of sensitive personal data, at least one of the conditions in 
Schedule 3 is also met.  
 
2. Personal data shall be obtained only for one or more specified and lawful 
purposes, and shall not be further processed in any manner incompatible with 
that purpose or those purposes.  
 
3. Personal data shall be adequate, relevant and not excessive in relation to 
the purpose or purposes for which they are processed.  
 
4. Personal data shall be accurate and, where necessary, kept up to date.  
 
5. Personal data processed for any purpose or purposes shall not be kept for 
longer than is necessary for that purpose or those purposes.  
 
6. Personal data shall be processed in accordance with the rights of data 
subjects under this Act.  
 
7. Appropriate technical and organisational measures shall be taken against 
unauthorised or unlawful processing of personal data and against accidental 
loss or destruction of, or damage to, personal data.  
 
8. Personal data shall not be transferred to a country or territory outside the 
European Economic Area unless that country or territory ensures an adequate 
level of protection for the rights and freedoms of data subjects in relation to 
the processing of personal data.  
 
The ICO’s “Data Protection Act 1998 Legal Guidance” is available on the ICO 
website: www.ico.org.uk  
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Appendix 2  
 
Home Office:  
 
12 Principles from the Surveillance Camera Code of Practice (2013)  
 
Principle 1 - Use of a surveillance camera system must always be for a 
specified purpose which is in pursuit of a legitimate aim and necessary to 
meet an identified pressing need.  
Principle 2 - The use of a surveillance camera system must take into account 
its effect on individuals and their privacy, with regular reviews to ensure its 
use remains justified.  
Principle 3 - There must be as much transparency in the use of a 
surveillance camera system as possible, including a published contact point 
for access to information and complaints.  
Principle 4 - There must be clear responsibility and accountability for all 
surveillance camera system activities including images and information 
collected, held and used.  
Principle 5 - Clear rules, policies and procedures must be in place before a 
surveillance camera system is used, and these must be communicated to all 
who need to comply with them.  
Principle 6 - No more images and information should be stored than that 
which is strictly required for the stated purpose of a surveillance camera 
system, and such images and information should be deleted once their 
purposes have been discharged.  
Principle 7 - Access to retained images and information should be restricted 
and there must be clearly defined rules on who can gain access and for what 
purpose such access is granted; the disclosure of images and information 
should only take place when it is necessary for such a purpose or for law 
enforcement purposes.  
Principle 8 - Surveillance camera system operators should consider any 
approved operational, technical and competency standards relevant to a 
system and its purpose and work to meet and maintain those standards.  
Principle 9 - Surveillance camera system images and information should be 
subject to appropriate security measures to safeguard against unauthorised 
access and use.  
Principle 10 - There should be effective review and audit mechanisms to 
ensure legal requirements, policies and standards are complied with in 
practice, and regular reports should be published.  
Principle 11 - When the use of a surveillance camera system is in pursuit of a 
legitimate aim, and there is a pressing need for its use, it should then be used 
in the most effective way to support public safety and law enforcement with 
the aim of processing images and information of evidential value.  
Principle 12 - Any information used to support a surveillance camera system 
which compares against a reference database for matching purposes should 
be accurate and kept up to date.  
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Appendix 3 – Subject Access Request Form 

How to Apply For Access To Information Held On the CCTV System 

These notes explain how you can find out what information, if any, is held about you 
on the CCTV System. 

Your Rights 

Subject to certain exemptions, you have a right to be told whether any personal data 
is held about you.   You also have a right to a copy of that information in a permanent 
form except where the supply of such a copy is not possible or would involve 
disproportionate effort, or if you agree otherwise. Corby Borough Council will only 
give that information if it is satisfied as to your identity. If release of the information 
will disclose information relating to another individual(s), who can be identified from 
that information, the Council is not obliged to comply with an access request unless – 
 The other individual has consented to the disclosure of information, or 
 It is reasonable in all the circumstances to comply with the request without the 

consent of the other individual(s) 

The Council’s Rights 

Corby Borough Council may deny access to information where the Act allows. The 
main exemptions in relation to information held on the CCTV System are where the 
information may be held for: 
 Prevention and detection of crime 
 Apprehension and prosecution of offenders 
And giving you the information may be likely to prejudice any of these purposes. 

Fee 

A fee of £10 is payable for each access request, which must be in pounds sterling. 
Cheques, Postal Orders, etc. should be made payable to ‘Corby Borough Council’. 

THE APPLICATION FORM: (N.B. ALL sections of the form must be completed.   
Failure to do so may delay your application.) 
Section 1 Asks you to give information about yourself that will help the Council to 
confirm your  identity. The Council has a duty to ensure that information it holds is 
secure and it must be satisfied that you are who you say you are. 
Section 2 Asks you to provide evidence of your identity by producing TWO official 
documents (which between them clearly show your name, date of birth and current 
address) together with a recent full face photograph of you. 
Section 3 Asks you to confirm whether you will accept just viewing the information, 
or if you want a copy of the information. 
Section 4 You must sign the declaration 
When you have completed and checked this form, take or send it together with the required 
TWO identification documents, photograph and fee to: 

The Community Safety Manager,  
Corby Borough Council, Deene House,  
New Post Office Square, 
Corby, Northants. 
NN17 1GD 

Or take it to the Corby Cube One Stop Shop reception. 
(Receptionist – please complete ‘Official Use’ Section on page 5.) 

If you have any queries regarding this form, or your application, please ring the Community Safety 
Manager on 01536 464000 
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Corby Borough Council CCTV Surveillance System 

Data Protection Act 1998 

SECTION 1 About Yourself 

The information requested below is to help the Council (a) satisfy itself as to your 

identity and (b) find any data held about you. 

PLEASE USE BLOCK LETTERS 

Title (tick box as 

appropriate) 

Mr  Mrs  Mis

s 

 Ms  

Other title (e.g. Dr., Rev., 

etc.) 

 

Surname/family name  

First names  

Maiden name/former names  

Sex (tick box) Male  Female  

Height  

Date of Birth  

Place of Birth Town 

 County 
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Corby Borough Council CCTV Surveillance System 

Data Protection Act, 1998 

Your Current Home Address 

(to which we will reply) 

 

  

  

 Post Code 

A telephone number will be 

helpful in case you need to 

be contacted. 

Tel. No.  

 

If you have lived at the above address for less than 10 years, please give your 

previous addresses for the period: 

Previous address(es)  

  

Dates of occupancy From: To: 

   

   

Dates of occupancy From: To: 
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Corby Borough Council CCTV Surveillance System 

Data Protection Act, 1998 

SECTION 2 Proof of Identity 

 

To help establish your identity your application must be accompanied by TWO 

official documents that between them clearly show your name, date of birth 

and current address. 

 

For example: a birth/adoption certificate, driving licence, medical card, 

passport or other official document that shows your name and address. 

 

Also a recent, full face photograph of yourself. 

 

Failure to provide this proof of identity may delay your application. 
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Corby Borough Council CCTV Surveillance System - Data Protection 

Act, 1998 

SECTION 3 Supply of Information 

 

 
You have a right, subject to certain exceptions, to receive a copy of 
the information in a permanent form.   Do you wish to: 
 
(a) View the information and receive a permanent copy   
 
(b) Only view the information   
 
 

 

Yes / No 

Yes / No 

 

SECTION 4  Declaration 

 
 
The information that I have supplied in this application is correct and I am the person 
to whom it relates: 
 
        

Signed by  Date 
 

 
 
Warning – a person who impersonates or attempts to impersonate another may be 
guilty of an offence. 
 
 

 
 
NOW – please complete Section 5 and then check the ‘CHECK’ box (on page 5) 
before returning the form. 
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Corby Borough Council CCTV Surveillance System 
Data Protection Act, 1998 

SECTION 5 To Help us Find the Information 

If the information you have requested refers to a specific offence or incident, 

please complete this Section. 

Please complete a separate box in respect of different 

categories/incidents/involvement. 

Continue on a separate sheet, in the same way, if necessary. 

If the information you require relates to a vehicle, property, or other type of 

information, please provide details in the section titled ‘Other. 

Please explain 

Were you: (tick box below) 

 A person reporting an offence or incident   

           A witness to an offence or incident   

                                         A victim of an offence   

      A person accused or convicted of an offence 

         Other – please explain  
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Corby Borough Council CCTV Surveillance System 

Data Protection Act, 1998 

Date(s) and time(s)  

of incident 

 

 

Place incident happened  

 

Brief details of incident  
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Corby Borough Council CCTV Surveillance System 

Data Protection Act, 1998 

Before returning this form: 

Have you completed ALL Sections in this form? 

Please check:  

Have you enclosed TWO identification documents? 

Have you signed and dated the form? 

Have you enclosed the £10.00 (ten pound) fee? 

Further Information: 

 

Further information and advice may be obtained from: 

    The Information  Commissioner, 

    Wycliffe House, Water Lane, 

    Wilmslow, Cheshire, 

    SK9 5AF. 

    Tel. (01625) 545745 

 

Please note that this application for access to information must be made 

direct to Corby Borough Council (address on Page 1) and NOT to the 

Information Commissioner.  
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Corby Borough Council CCTV Surveillance System 

Data Protection Act, 1998 

 

OFFICIAL USE ONLY 

Please complete ALL of this Section (refer to ‘CHECK’ box above). 

Application checked and legible?     Date Received   

Identification checked?     Fee Paid  

Details of 2 Documents (see page 3)     Method of Payment   

 

      Receipt No.   

 

      Documents Returned?   

 

Member of Staff completing this Section: 

     Name       Location   

Signature       Date   
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Appendix 4 – Corby Borough Council CCTV Warning Signs 
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Appendix 5 
Privacy Impact Assessment Form (CCTV)  
This form establishes the impact of CCTV on people’s privacy and should be 
used to assess whether CCTV is justified and how it should be operated in 
practice. Once completed it should be reviewed annually and kept locally. In 
the case of re-deployable cameras, an Impact Assessment will need to be 
carried out for every deployment 
 

Camera location/ ID no: Ref  

 Issues to be considered Result of assessment/ 
Actions 

1 Who will be using CCTV Images? Who 
will be legally responsible under the DPA? 

 

2 Why do you need CCTV? What problems 
it is meant to address? 

 

3 What are benefits to be gained by using 
CCTV? 

 

4 Can CCTV realistically deliver these 
benefits? Can other less intrusive 
solutions be used? 

 

5 Do you need to identify individuals or can 
you use a scheme not capable of 
identifying individuals? 

 

6 Can the system deliver the benefits now 
and in the future? 

 

7 What future demands will arise for wider 
use of the images and how will you cope? 

 

8 What are the views of those who will be 
under surveillance? 

 

9 How can you minimise intrusion of those 
who may be monitored if specific 
concerns have been raised 

 

10 Is the system established on a proper 
legal basis and operated within the law: 
DPA, HRA, RIPA and FOIA? 

 

11 Is the system necessary to address a 
pressing need, such as public safety, 
crime prevention, ASB or national 
security? 

 

12 Is the system justified in the 
circumstances? 

 

13 Is it proportionate to the problem it is 
designed to deal with?  

 

 
 
 
 
Name……………………………………………………………………….……………… 
Date……………………………… 
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Appendix 6 Surveillance Camera Control Form & Annual Review Template 
 

Camera ID & service area Public Space 
(PSS) 
Or  
Work place 
(W) 

Camera location address Service contact Type & model PIR 
included on 
camera 
Y/N 

Camera view shown Audio 
recording and 
if yes is it 
accurate? 

Audio 
broadcasting 
and if so is it 
accurate? 

 

 

 
 

 

 
 

 

 

        

Facial 
recognition 
technology 
and is it 
accurate? 

Camera 
sited 
securely 
with 
signage? 

Is quality of 
image 
sufficient 
Y/N? 

Is date/time 
accurate 
Y/N? 

Is lighting 
adequately/
N? 

Are old 
images 
being 
removed/er
ased Y/N? 

Has the 
operator 
been 
trained/h
old SIA 
licence 
Y/N? 

Annual review 
undertaken 
(Date) 

Contacted 
inspection 
date 

Privacy 
impact 
carried 
out? 

Does the 
camera 
remain 
working 

Issues log Next review 
date 

            

 

 
 

 
 

 

 

 

 

Form completed by 
 
Name………………………………………………… Date………………………………………….. 
 
This form should be kept safe in a secure location by the defined contact within each service area for audit and review purposes 
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Surveillance Camera Control Form & Annual Review Template (Completed example) 
 

Camera ID & service 
area 

Public Space 
(PSS) 
Or  
Work place 
(W) 

Camera location 
address 

Service contact Type & model PIR 
included 
on 
camera 
Y/N 

Camera view 
shown 

Audio 
recording 
and if yes 
is it 
accurate? 

Audio 
broadcasti
ng and if 
so is it 
accurate? 

 
 
DH 1 Neighbourhood 
Pride Section 
 
 
 

 
 
W 

 
 
Ground floor 
entrance 

 
 
Craig Spence 

 
ABC colour fixed 
camera 

 
Y 

 
 
Front door Deene 
House leading to 
lift/stairs and 
service phone 

 
 
N 

 
 
N 

Facial 
recognitio
n 
technolog
y and is it 
accurate? 

Camera 
sited 
securely 
with 
signage
? 

Is 
quality 
of image 
sufficien
t Y/N? 

Is 
date/tim
e 
accurate 
Y/N? 

Is 
lighting 
adequat
e Y/N? 

Are old 
images 
being 
removed
/erased 
Y/N? 

Has the 
operator 
been 
trained/h
old SIA 
licence 
Y/N? 

Annual 
review 
undertak
en (Date) 

Contrac
ted 
inspecti
on date 

Privacy 
impact 
carried 
out? 

Does 
the 
camera 
remain 
working 

Issues log Next 
review 
date 

 
N 

 
Y 

 
Y 

 
Y 

 
Y 

 
Y 

 
Not 
required 

 
01/04/20
16 

 
01/04/2
016 

 
Y 

 
Y 

 
No Issues 
 
 
 
 
 

 
01/04/16 
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Appendix 7 Non RIPA Application 
 

                                            General (Non RIPA) Surveillance 
 

Name of 
applicant 

 
Unit/Branch/ 
Division 

 

Full Address  

Contact Details  

Operation 
Name 

 
Operation 
Reference Number 
(File number) 

 

 
Details of application 

1. Explain why the surveillance is necessary in this particular case 

 
The application is for non RIPA surveillance on the grounds that the activity undertaken will be: 
 
Case specific text required 
 
The camera will offer reassurance as well as a deterrent. 
Overt – the use of the surveillance equipment will be notified in the form of clearly visible signs in the 
immediate vicinity; 
There will be little or no prospect that private information may be obtained about anyone; there is no 
individual being subject to systematic surveillance – the purpose of the surveillance is to provide 
reassurance and to assist in the identification of anyone responsible should any issues take place. 

 
 
 
 
 
 
 

 

 

2. Explain why the surveillance is proportionate to what it seeks to achieve 

 
The aim of the CCTV is to provide reassurance and should there be any incidents in the area to provide 
evidence. 
 
Given the overt nature of the surveillance, in particular the use of signed camera and recording 
equipment targeted only at the area affected it shall pose the minimum level of intrusion.  
 
Specific location detail 
 
The use of overt surveillance equipment takes into account the definition of Directed Surveillance, and 
avoids the requirement to obtain RIPA authorisation and is deemed to be a reasonable and proportioned 
response to the allegations at this stage. Should circumstances change, the use of covert surveillance 
equipment may be considered and the necessary authorisation obtained.  
 
At this stage the use of overt surveillance is deemed to be the first practical step in either preventing 
further offences or providing an indication of the identity of the possible offender should the offences 
persist. 
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3.  Particulars of the identity or identities, where known, of those to be subject of the surveillance 
(enter description if identity not known for each subject) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 4. Brief description of activity to be undertaken 

 
The deployment of overt surveillance in the form of a camera and recording equipment. The surveillance 
will be clearly signed in such a way as to ensure that anyone in the vicinity of the area where the 
equipment is deployed will be aware that the surveillance is taking place (see attached location plan). 
The camera will be focused in such a way as to ensure that the field of view only covers the affected 
area. The fixed nature of the equipment will preclude the possibility that the camera can be trained or 
focused on any particular individual in excess of his/her normal expectations. 
 
 

 

5. Explanation of the information which it is desired to obtain as a result of the authorisation 

   
 In the first instance the primary objective is to provide reassurance and deter behaviour. If the overt 
surveillance is ignored and offences occur then the recording devices may provide information which will 
assist to ascertain the identity of the offender. 

 

6. Collateral intrusion (Indicate any potential for collateral intrusion on other persons than those 
targeted. Include a plan to minimise collateral intrusion) 

 
The fact that the surveillance is overt and clearly signed and the fixed nature of the deployment of the 
equipment focusing only on the public area where the offences are being committed will ensure that 
collateral intrusion is kept to a minimum.  
 
 
   

7. Confidential information (Indicate the likelihood of acquiring any confidential information) 

 
None 

 

8. Anticipated start date 

Date:   Time:  
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9. Applicants details 

Name:  
Telephone 

number: 
 

Post Title:  Date:  

Signature:  

9a. Countersigning Officer's Comments (where applicable) 
 
 
 
 

 
 
 
 
 
 

Name:  Post Title:  

Signature:  Date:  

 
 

10. Authorising Officer’s comments 

 
 
 
  
 
 
 
 
 10a. Date of first review 

 

 

11. Authorising Officer's statement 

I hereby *authorise/refuse the surveillance operation as detailed above.  

Name: 
 
 

Post Title: 
 

Signature: 
 
 

Date (and time): 
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Appendix B 
 
 
 

 
 
 
 
 
 
 

Surveillance Cameras & 
Closed Circuit Television (CCTV) Systems 

 
 
 
 

CCTV in the Workplace 
 

Policy guidelines for 
Corby Borough Council employees 

 
 
 
 

 
 

Corby Borough Council 
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CCTV in the Workplace Policy guidelines for Corby Borough Council employees 

 
Introduction 
This policy sets out how the organisation's approach to the use of CCTV in the workplace 
affects employees. 
Cameras are normally located in the reception, access areas, building perimeter, and the 
car park. They are installed for the purpose of preventing and detecting crime and to 
monitor council buildings, vehicles and premises for security and health and safety reasons. 

Purpose of CCTV 
The Council will not actively use CCTV for monitoring the work of employees or finding out 
whether or not they are complying with the organisation's policies and procedures. 
CCTV will be installed only if it is a necessary and proportionate way of dealing with a 
problem. The organisation will ensure that all cameras are set up in a way that ensures that 
there is minimal intrusion of staff privacy, and that any intrusion is fully justified. 
In areas of surveillance, signs will be displayed prominently to inform employees that CCTV 
is in use. 

Limits on use of CCTV 
CCTV will not be operated in toilets, private offices or changing rooms, unless this is 
necessary for the investigation of a serious crime or there are circumstances in which there 
is a serious risk to health and safety or to the operation of the employer's business. CCTV 
will be used in this way only where it is a proportionate means of achieving the aim in the 
circumstances. 
Covert CCTV will only ever be set up for the investigation or detection of crime or serious 
misconduct. The use of covert CCTV will be justified only in circumstances where the 
investigator has a reasonable suspicion that the crime or serious misconduct is taking place 
and where CCTV use is likely to be a proportionate means of securing evidence. 

Evidence from CCTV footage 
CCTV evidence may be used against an employee in disciplinary proceedings only where 
such evidence tends to show, in the reasonable belief of the employer, that he or she has 
been guilty of serious misconduct. The employee will be given a chance to see and respond 
to the images in these circumstances. 

Storage of CCTV footage 
Images from CCTV footage will be securely stored and only authorised personnel will have 
access to them. The images will be retained only long enough for an incident to come to 
light and any investigation to be conducted. 
Workers whose images are recorded have a right to view images of themselves and to be 
provided with a copy of the images. Workers making such a request should complete a 
‘Subject Access Request’ form as shown in Appendix 3 which is available from the Intranet 
or upon request to the Community Safety team. 
Workers will be allowed access to such images within 40 days, which is the maximum time 
employees, should be made to wait for the request, so long as the request is made within 
28 days of the incident time. The organisation will charge £10, which is the maximum that 
should be charged per request. 
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CCTV in the Workplace flowchart 

 


