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Taking, Using and Storing Images of Children
and Young People Policy

Review of this Policy

This policy is reviewed annually to ensure compliance with current regulations.

Policy last reviewed by: Lucy Szemerenyi (Deputy Head), Susy Ralph
(Data Protection Coordinator)

Date last reviewed: March 2025

Approved for Governors by: Board of Governors

Date approved: 6 June 2025

Introduction

The School celebrates achievements by pupils in their academic, creative and
sporting endeavours. The School particularly welcomes parents to its concerts,
plays and sporting events as well as to more formal occasions during the school
year. We highlight examples of the many various activities our pupils participate in
and celebrate success and achievement at all levels.

The School’s website is updated regularly with the news of the School's active
community and we use images on banners and advertisements to promote the
School and support marketing objectives.

From time to time, the School may be visited by the media who may take
photographs or film footage at a School event. Pupils will often appear in these
images which could appear in local or national media (including the press and / or
TV).

The School also takes and uses images for key administrative purposes such as
iSams, medical information etc.
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Scope of this policy

This policy applies to all members of staff, parents and visitors, and covers the
activities of staff, pupils, parents and visitors to the School. The policy relates to the

taking, using and storing of images of children and young people:
e on School premises; or
e in connection with School activities; or
o for other legitimate purposes of the School.
Images
This expression in relation to pupils includes:
e photographs and digital photographs;
e video or film clips; and
e images captured by mobile phones with a “camera” facility.

Taking images
This expression includes, unless otherwise stated, making, editing, using,
exhibiting and storing images of pupils.

This policy has regard to Part 3 (Welfare, Health and Safety of Pupils),
Paragraph 7 (Safeguarding) of the Independent Schools Standards Regulations
(2018).

This policy should be read in conjunction with the following policies:
e The Safeguarding and Child Protection Policy
e The Data Retention Policy
e The Anti-Bullying Policy
e The Privacy Notice
e The IT and Acceptable Use Policy

The Application of Data Protection Laws to Taking, Using
and Storing Images of Children

Parents who accept a place for their child at the School consent to the School using
unattributable photographs of their child before the child joins the school. Parents
may opt out at this stage, and at any time thereafter by contacting the school.
Information, including photographs, relating to pupil achievement, may be used
for promotional purposes which may be published in the prospectus or on the
website, as well as displayed within the premises, and in bulletins sent to the school
community.

Following the introduction of the General Data Protection Regulations (GDPR), as
incorporated in the Data Protection Act 2018, the School'’s Privacy Policy has been
updated to include the following information relating to the taking, use and storage
of images of children and young people. The relevant section is reproduced here:



“[The School will] make use of photographic images of pupils in school publications, on
the School website and (where appropriate) on the School's social media channels.
Where images are shared with third parties (e.qg. the media, for promotional and
congratulatory purposes), the pupil’s full name will not appear with the photograph
unless the permission of the pupil or parent (depending on the age of the pupil) has
been sought. Pupils, parents and guardians should be aware that where photographs or
other image recordings that are taken by family members or friends for personal use’,
data protection legislation will not apply (e.g. where a parent takes a photograph of
their child at a sporting event).”

! Images / videos taken by parents, etc., which are for purely personal use only are to be considered as

exempt from the Data Protection Act 2018.
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Displays

The School will use photographic images of its pupils for the following purposes:
e Internal displays (including clips of moving images) on digital and
conventional noticeboards within the school premises;
e Communications with the school community (parents, pupils, staff,
Governors and alumni) via password-protected sections of the School’s
website and portals;

e Marketing the School digitally through the website and through the
School’s prospectus, and by other means.

Internal identification

All pupils are photographed on entering the School and at periodic intervals
thereafter for the purposes of internal identifications. These passport-sized
photographs identify each pupil by:

e Name; and

e Form/Year Group.
They are stored securely in the password-protected area of the School’s MIS where
access is restricted to School staff (teaching, pastoral support, and administration).

Website and other purposes

The images that the School uses for displays and communications purposes never
identify an individual pupil by their full name. The School only uses images of school
activities, such as plays, concerts, sporting fixtures, prize-giving and school trips,
etc., in their proper context. The School will never use any image that might
embarrass or humiliate a pupil. It will also only use images of pupils who are
suitably dressed. Pupils are always properly supervised when professional

photographers visit the school. Parents may be given the
opportunity to purchase copies of these photographs.

Storage and Review

Photographic images are stored securely either in locked filing cabinets or in a
password-protected section of the School's network and MIS. Parents are advised
that while the School endeavours to keep its stock of images current, the School's
existing publications, website and archived material may contain historic images after
a pupil has left the school, in particular where there has been a notable achievement
of the image is relevant for the purpose for which it is being used.
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The School has a procedure in place for regularly checking and updating its
website when expired material is deleted.

Media Coverage

Filming and photography by television or newspaper journalists will take place only
with the consent of the Head and under appropriate supervision. When images are
taken for publication by television or newspaper journalists, children will only be
named if there is a particular reason to do so (e.g. if they have won a prize) and
home addresses will not be given out. If it is expected that the press will be
attending School events, this will be indicated in newsletters, bulletins or on
publicity materials. The School will make every effort to ensure that children whose
parents or guardians have refused permission for images of their children to be
used are not photographed by the press.

The School will always complain to the Independent Press Standards Organisation
(IPSO) if the media fails to follow the appropriate code of practice for the protection
of young people including the children of celebrities.

Use of Cameras and Recording Equipment by Staff

Staff are instructed never to take photographs or video footage using personal
mobile devices. Instead, they should do so using equipment provided by the
School for this purpose, and then may only take images of pupils in class, or at a
school event or on a trip, strictly for educational purposes. Appropriate consents
for taking and displaying photographs are obtained from parents, guardians or
carers when the pupil joins the school. School-owned devices can be borrowed from
IT Services on request for where departments are not in permanent possession of
School devices.

Use of Cameras and Recording Equipment by Pupils

Pupils may only use personal cameras with the express permission of the member
of staff in charge and with the permission of those appearing in the image.

All pupils must allow staff access to images stored on mobile devices and / or
cameras and must delete images if requested to do so.

Using photographic material of any kind to bully, harass or intimidate others will
not be tolerated and will constitute a serious breach of discipline.



11.

11.1

11.2

11.3

114

11.5

12.

121

12.2

Use of Cameras and Recording Equipment by Parents and
Guardians

With the exception of events taking place in a swimming pool (where images may not
be recorded), parents are welcome to take photographs of their own children
taking part in sporting and outdoor events or indoor plays/concerts for personal
use only. Parents are reminded that posting images on social media (Facebook,
Twitter, Instagram, etc.), particularly images which include other children, may
present a safeguarding risk for their own or other children.

The School asks parents, when an event is held indoors, such as a play or concert, that
they should be mindful of the need to use their cameras and recording devices
with consideration and courtesy for the comfort of others.

The School asks parents not to take photographs or recordings of other pupils on
their own phones or devices without the prior agreement of that child’s parents. For
the avoidance of doubt, this refers to ‘portrait’ shots rather than group photographs
such as a concert or team game.

Flash photography can disturb others in the audience or even cause distress for
those with medical conditions; the School therefore asks that it is not used at
indoor events.

Parents are also reminded that copyright issues may prevent the School from
permitting the filming or recording of some plays and concerts. The School always
prints a reminder in the programme of events where issues of copyright apply.

Closed Circuit Television (CCTV)

CCTV cameras are installed on school premises for the purpose of safeguarding
and security and the detection of crime. The School believes that CCTV offers
improved security protection for both pupils and staff although it is by no means
considered to be the School's only means of security surveillance. Notices are
clearly displayed in the outside areas where CCTV is used.

The School does not stream images collected via CCTV to any third party or
outside agencies. Please note, however, that the School may be legally required to
provide CCTV footage to the Police or other law enforcement agencies if
requested.



13. Treating others with respect

13.1 Everyone has a right to feel secure and to be treated with respect, particularly the
vulnerable. Harassment and bullying will not be tolerated. The School is strongly
committed to promoting equal opportunities for all regardless of race, gender,
gender orientation or physical disability.

132 All pupils are encouraged to look after each other and to report any concerns
about the misuse of technology or a worrying issue to a member of staff. The
use of cameras on mobile devices is not allowed in washing and changing areas,
nor should photography be used in a manner that may offend or cause upset. The
misuse of cameras in a way that breaches the School’s Anti-bullying Policy is always
taken seriously, and anyone who does so may be the subject of disciplinary
procedures.



