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BEING RESPONSIBLE 

 

1. Register your CCTV system with the Information Commissioner (details below). By 
registering your CCTV system & following the enclosed guidelines your recorded images will 
comply with the Data Protection Act. Failure to comply may affect the police’s ability to use 
your recorded CCTV images & may hamper the prosecution of offenders. 

 
The Information Commissioner's Office 
Wycliffe House, Water Lane, Wilmslow, 
Cheshire SK9 5AF 
 
Tel: 01625 545740 Fax: 01625 524510 
Mon - Fri 9am - 5pm 
E-mail: notification@ico.gsi.gov.uk/tools_and_resources.aspx 
Website: www.ico.gov.uk 

 
Cost: £35.00 (no vat applicable (as of Jan 2008)). - Valid for 12 months. 

 
 

2. Your camera control equipment & recording equipment should be stored in a secure 
location where only authorised personnel can access the equipment. This may be in a locked 
room, cupboard or lockable cabinets designed especially for this purpose. 

 
3. At any time, a person who believes that they have been the focus recorded by one of your 

system’s CCTV cameras may request to view the images. Under the Data Protection Act you 
are obliged to allow them to see those images but you can levy a charge to cover any costs 
involved in supplying this information.  

 
For this purpose, use a “Subject Access Request Form” & “Fee Sheet”. Whilst the 
recorded images are in the ‘subjects’ possession, they are not your responsibility. It 
is advisable to supply a copy of those images only & retain the original in your 
possession. 

 
4. When & if an incident occurs, the details should be itemised in writing using the “Incident 

Log”. This log should be cross referenced with the CD/DVD on which the incident was 
recorded using the unique serial number on the CD/DVD label. If it necessary for the 
recording to be taken off the premises to be used as evidence, it should be kept in a sealed 
bag or container between viewings. 

 
5. If a member of the general public or a police officer wished to view data and images on the 

CCTV system, it is wise to note the details of their visits in writing using the "Visitors & 
Maintenance Log". 

 
6. You will need to use the same log if any maintenance visits or emergency call-outs are made 

on the system. Your log should include any work carried out on the system. 
 

7. Signs - with only a few exceptions, it is necessary to make members of the general public 
including visitors and staff to your premises aware when they are entering into a CCTV 
recording zone. This can easily be done using appropriate signage. By warning a subject that 
the area they are about to enter is being recorded, by passing the sign and entering the area 
they have indirectly agreed to be recorded. 
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8. The appropriate size of a sign will depend on the environment. For example, a C5 window 

sticker might be suitable at eye level on a glass door entering a shop, a couple of A4 signs 
might be suitable on a shop floor or in a restaurant or an A3 sign might be suitable mounted 
at the barrier of a car park where drivers entering the area know that they are being 
recorded. 

9. On an annual basis, you will need to examine your CCTV scheme to make sure it is working 
inside the guidelines and for the purposes that you have registered it for. We have enclosed 
a Checklist on the disc and suggest that this is completed at least once a year preferably just 
before you re-register your system with the Information Commissioner. 

 
Good Practice 
 

• Where CD or DVD media is used for distribution of images these must be checked for 
compatibility with the installed Digital Video Recorder (DVR). 

 

• It is good practice to regularly make and review 'backup' recordings to monitor both (DVR) 
quality and functionality. By doing this, system problems can be detected and corrected 
quickly. 

 

• Hard disk drive usage needs to be monitored and scheduled for replacement within 3 years. 


