
MISTLEY VILLAGE HALL CCTV OPERATING POLICY AND PROCEDURES 
 
These procedures follow the guidance as set out in the Home Office Surveillance Camera Code of 
Practice (June 2013, under review 2021), and the SCC Code of Practice (Oct 2014) which will be 
used as references in case of uncertainty or dispute. 
 
1 Purpose of Installation 
 
Mistley Village Hall has a CCTV system installed to protect and secure the premises and contents 
as well as the associated playground equipment. The main aim of the system is to deter crime 
including Arson, Theft, Vandalism and Anti-Social Behaviours, and consequently create a safer 
environment for all. Images will be captured using fixed cameras and recorded on a secure central 
computerised monitoring system. The images produced are intended solely to provide assistance 
with crime detection. The system is used in conjunction with a separate fire and intruder alarm 
system. 
 
2 Location of Cameras and Monitoring Equipment 
 
Cameras are located externally covering the car park, far playground area, adjacent play area, and 
the paths leading to the main doors. Internally, cameras cover the public areas of the Lounge and 
the Main Hall, and the front and rear foyers The monitoring and recording equipment is located 
behind the bar that serves the Lounge and the Main Hall. The VDU monitor associated with the 
recorder is normally switched off and is only to be used to check the correct alignment and timing of 
the cameras, or to review recorded images 
 
3 Privacy Impact Assessment 
 

People whose privacy may be affected : 

 

• Users of the car park 

• Neighbours to VH 

• Users of the Field 

• Users of the Playground 

• Users of the VH, including : 

o Children, including vulnerable children 

o Vulnerable Adults 

o Staff and contractors 

 

Recording 

 

In order to limit the amount of recording done, each camera’s on-time duration will be limited to 

times when surveillance is most appropriate. Cameras with an integral motion detector will only start 

recording after motion is detected. 

 

In order to prevent surveillance beyond areas deemed necessary, the angle of view and zoom of 

the cameras will be set accordingly. 

 

4 Security of Images 

 

There are no wired or other connections to feed live images from the hardware or directly from the 
cameras, except to the VDU when used for maintaining the system, access being password 
controlled. 

 

All images will remain stored securely within the operating hardware. The images are deleted by the 

system on a rolling programme, as set out in the system’s operating manual. The recording system 

is password protected, and in a secure area to prevent unauthorised access. 

 



5 Disclosure 

 

Only if a suspected crime or other incident has occurred within the scope of the cameras, may the 

MHVMC request a review of the stored images. This review must first be approved by the Chair or 

Deputy of MVHMC and one other Trustee. Images may only be viewed on the VDU connected to 

the recorder, and by an EDBS checked nominated competent person who should record the time 

and date of access. 

 

Viewing recorded images for legitimate MVH purposes must first be agreed by the Chair or Deputy 

of MVHMC and one other Trustee, and carried out by a competent named person. The time and 

date of access should be recorded. 

 

Recorded images will only be shared with the police or other emergency services to help with the 

investigation of a crime or other incident. Such images may be transferred onto a USB memory stick 

and handed to an appropriate officer. The officer should secure the memory stick immediately in an 

evidence bag in the presence of the MVHMC nominated person, and provide a receipt. A note will 

be made of the period of time covered by the recordings and to whom the recordings are given. No 

other copies of the recordings will be made 

 

Images on the system will not normally be made available for review, nor will copies be taken, for 

the use of third parties, without the expressed permission of the VHMC, unless such release is 

required by a court order, or a valid request under the Freedom of Information Act 2000. A request 

for access images by a third party, e.g. for a civil action, must be received in writing. An emergency 

meeting of the Chair / Deputy and two other Trustees must be called to determine whether the 

images should be reviewed, or a copy released. Only images of the person(s) making the approved 

request may be disclosed. All images remain the property of MVHMC and must not be reproduced 

or disclosed to other parties through any form of media. FOIA requests must be responded to within 

20 working days from the receipt of the request. 

 

 

6 Responsible persons 

 

The nominated persons responsible for operating and maintaining the surveillance cameras, the 

operating equipment, the security of the images, for the procedures and the review, reporting to 

MVHMC, are : 

 

 1 Timothy Parker 

 2 Harry Quilter 

 3 Jenny Chaplin 

 

7 Signage and Information 
 
Appropriate signage must be in place to advise members of the public of areas where surveillance 
cameras are in operation, both outside and within the VH. These are located at the entrance to the 
car park, the external wall of the VH, and the front and rear foyers inside the VH. 
 
Users of the VH should be advised of the presence of surveillance cameras at the time of booking. 
 
8 Review and Registration 
 
The CCTV system is registered with the information Commissioner and the named individual is the 
Chair of the MVHMC. The Committee is responsible for reviewing the need for the CCTV system 
and the operating procedures. There will be an annual review of the use of CCTV using the 
checklist in the Appendix. 
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