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1. Background
1.1 Purpose
Pinewood Gymnastics Club operates a Closed-Circuit Television (CCTV) system to help provide a safe, secure and welcoming environment for gymnasts, staff, volunteers, parents and visitors.
The CCTV system supports the prevention, detection and investigation of crime and helps protect club property and equipment.
1.2 Objectives
The CCTV system is used for the following purposes:
· Protecting the club’s buildings, facilities and equipment
· Promoting the safety and welfare of gymnasts, staff and visitors
· Preventing and deterring criminal activity such as theft, vandalism and anti-social behaviour
· Monitoring access to the premises outside normal operating hours
1.3 System Overview
The CCTV system currently consists of five fixed cameras located within and around the club premises.
The system is owned and operated by Pinewood Gymnastics Club.
The placement and operation of cameras is determined by the Club Manager.
Footage may be monitored from the Club Manager’s office.
1.4 Legal Compliance
The CCTV system is operated in accordance with:
· UK General Data Protection Regulation
· Data Protection Act 2018
· Guidance issued by the Information Commissioner's Office
The club is committed to ensuring that CCTV is used responsibly, transparently and only for legitimate security purposes.
All staff authorised to access CCTV images are trained in the appropriate procedures and understand their responsibilities regarding confidentiality and data protection.
CCTV will not be used for any purpose other than those outlined in this policy.

2. Justification for the Use of CCTV
The use of CCTV at Pinewood Gymnastics Club has been approved by the Board of Directors and the Club Manager.
The system is intended to record images that may assist in identifying:
· Unauthorised access to the premises
· Theft or attempted theft
· Damage to property
· Anti-social behaviour
CCTV systems will not be used to monitor routine coaching or normal gymnast activity during training sessions.

3. Data Protection Impact Assessments
Where new CCTV systems or cameras are installed, the club will carry out a Data Protection Impact Assessment (DPIA).
This ensures that:
· Privacy risks are identified
· The use of surveillance is proportionate
· The system complies fully with data protection legislation
Existing systems will also be reviewed when upgrades or major changes occur.


4. Location of Cameras
Cameras will be positioned so that they capture images relevant only to the purposes outlined in this policy.
Care will be taken to ensure that individuals’ reasonable expectations of privacy are respected.
Cameras may monitor areas such as:
· Building entrances and exits
· Reception areas
· Corridors and shared internal spaces
· Equipment storage areas
· External areas immediately surrounding the premises
Cameras will not be installed in areas where privacy is expected, such as:
· Changing rooms
· Toilets
· Private staff areas
External cameras will be positioned to minimise recording of neighbouring properties or passers-by.

5. Covert Surveillance
Pinewood Gymnastics Club does not conduct covert or hidden surveillance.
All CCTV use will be open and transparent.

6. Notification
The club ensures that individuals entering the premises are aware that CCTV is in operation.
This will be achieved by:
· Clear and visible signage at entrances and monitored areas
· Signage identifying the presence of CCTV
· Providing contact details for the data controller
· Making this policy available on request and via the club website

7. Storage and Retention of Footage
CCTV footage will be stored securely and only accessible to authorised personnel.
Standard retention period:
· Footage will normally be retained for 30 days
After this period, recordings will be automatically deleted, unless required for:
· A police investigation
· A safeguarding concern
· An insurance claim
· Legal proceedings
The Club Manager is responsible for ensuring footage is securely stored and deleted appropriately.

8. Access to CCTV Footage
Access to CCTV recordings is strictly restricted.
Only authorised personnel may view or handle CCTV footage.
Footage may be disclosed where appropriate to:
· Police officers investigating a crime
· Statutory safeguarding authorities
· The club’s insurers in relation to claims
· The Club Manager for investigating serious incidents or misconduct
Where footage is accessed or disclosed, a record will be kept including:
· Date of request
· Name of requesting organisation
· Reason for the request
· Outcome of the request



9. Subject Access Requests (SAR)
Individuals have the right to request access to CCTV footage containing their personal data under the UK General Data Protection Regulation and Data Protection Act 2018.
Requests should:
· Be submitted in writing
· Provide sufficient information to identify the footage (date, time, location)
The club will normally respond within one month of receiving a valid request.
Footage may be refused if:
· It affects the privacy rights of others
· It may prejudice an ongoing investigation
· The request is manifestly unfounded or excessive
Where footage is provided, the identities of third parties will be masked or blurred where necessary.

10. Complaints
Any concerns or complaints regarding the operation of CCTV should be directed to the Club Manager in the first instance.
If the matter cannot be resolved internally, individuals may contact the Information Commissioner's Office, the UK’s independent authority for data protection.

11. Staff Training
Staff authorised to access CCTV systems will receive appropriate training to ensure they understand:
· Data protection responsibilities
· Secure handling of CCTV images
· Procedures for responding to access requests
Misuse of CCTV systems or footage may result in disciplinary action.

12. Responsibilities
The Club Manager is responsible for the day-to-day management of the CCTV system.
Responsibilities include:
· Ensuring CCTV use complies with legal and regulatory requirements
· Reviewing camera placement and system operation
· Authorising access to CCTV recordings
· Maintaining records of footage access or disclosure
· Ensuring recordings are stored securely
· Ensuring footage is deleted in accordance with retention rules
· Ensuring camera coverage does not infringe individuals’ reasonable expectations of privacy

Key Principle
The CCTV system at Pinewood Gymnastics Club exists solely to support safety, safeguarding and security and will always be operated in a lawful, fair and transparent manner.
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