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Scope and aims

This policy is part of our broader Data Protection policy and ensures that all photographs
and videos taken within St Ignatius Catholic School are handled safely, legally, and with
proper consideration for everyone's wellbeing and privacy.

This policy applies to all staff (including teachers, support staff, the governing board,
contractors, visitors, and volunteers), as well as children and parents/carers.

This policy should be read in conjunction with other relevant school policies including, but
not limited to:

e Data Protection Policy
e Safeguarding and Child Protection Policy
e Anti-Bullying
e Behaviour
e Digital Responsibility & Acceptable Use Policies
e Relevant curriculum policies including:
o Computing
o Personal Social and Health Education (PSHE)

This policy applies to all images, including still and video content taken by St Ignatius
Catholic School. All images taken will be used in a manner respectful of the Data Protection

Principles. This means that images will be:

e Processed lawfully, fairly and in a transparent manner.

e Collected for specified, explicit and legitimate purposes.

e Adequate, relevant, and limited to what is necessary to fulfil the purposes for which
it is processed.

e Accurate and, where necessary, kept up to date.

o Kept for no longer than is necessary for the purposes for which it is processed.

e Processed in a way that ensures it is appropriately secure and in accordance with the
rights of the Data Subject

e Not be transferred to a country or territory 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 Data Protection Officer (DPO) supported by the Designated Safeguarding Leads (DSL)
and Senior Leadership Team (SLT) is responsible for ensuring the acceptable, safe use and
storage of all camera technology and images within St Ignatius Catholic School. This includes
the management, implementation, monitoring, and review of the Image Usage Policy.

Photographs and Videos are considered personal data and will be stored securely.
Unauthorised access to, or distribution of, these images is strictly prohibited.

Data Protection Policy: Appendix 3 — St Ignatius Catholic School
V2.0 Page |3



Consent

We will always ask for your written permission before taking, using, or publishing
images/videos of your child or yourself. This written consent will be kept securely until the
image is no longer in use.

You can change your mind at any time. If you withdraw permission, we will remove all
relevant images wherever possible and update our records accordingly.

For staff members: If a staff member prefers not to be photographed, we fully respect this
decision and will not attempt to obtain their photo without approval.

Safety of images and videos

Our equipment: We use school-provided devices whenever possible. If non-school devices
are used, images must be saved directly to our secure school system, not stored on the
device itself.

Staff training: All staff receive guidance on safe and appropriate image use as part of their
data protection and safeguarding training.

Accountability: All staff must ensure any images they take can be reviewed and justified. Our
IT Support Department ensures photographs are properly stored and then deleted from
individual devices.

Off-site protection: Any device containing children's images taken off school premises must
be protected according to our Digital Responsibility & Acceptable Use Policy.

Right to review: School leaders can view any images taken and may modify or withdraw a
staff member's permission to take photographs at any time.

Third-party safety: Any apps, websites, or external companies we use to share or store
children's images are thoroughly risk-assessed before use.

Secure disposal: Images are deleted when no longer needed. They may be returned to
parents/carers or securely destroyed, unless explicit consent is given to retain them for
alumni or other specified purposes.

Publication and sharing of images and videos

We may publish images on our official website, social media accounts, newsletters, or other
school platforms to showcase events, celebrate achievements, or promote school initiatives.
We will never include personal contact information (addresses, emails, phone numbers)
alongside these images.

Usage of apps/systems to share images with parents

We use various secure systems to share images with parents, all of which have been risk-
assessed by our Data Protection Officer to ensure compliance with data protection laws.
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Your responsibilities: Please protect our school community by:
e Using strong passwords
e Logging out after use
e Not sharing passwords with others
¢ Not copying or sharing images inappropriately

Failure to follow these expectations may result in access being removed.

Safe Practice when taking images and videos

Vulnerable children: We take extra care when photographing very young or vulnerable
children who may not understand why images are being taken.

Child consultation: We discuss image use with children in age-appropriate ways and respect
any child's right not to be photographed. Images will never be taken against a child's
wishes.

Appropriate locations: Photography is not permitted in sensitive areas such as changing
rooms or toilets.

Professional standards: All images should represent individuals professionally and
respectfully, without manipulation that could cause misinterpretation or harm.

Use of Closed-Circuit Television (CCTV)

All CCTV areas are clearly signposted so you know before entering these spaces. Recordings
are kept for a maximum of 30 days and regularly audited by our Data Protection Officer.

See Appendix 4 of our Data Protection Policy for full details.

Use of webcams

Webcams may be used for educational purposes, with recordings retained only for their
intended purpose and for a limited time.

Lesson Recordings for Professional Development

Supporting our teachers: St Ignatius uses lesson recording technology (such as Swivl) to help
our teachers grow professionally and improve their teaching practice.

Your consent: Permission for recording lessons is included in our parent/student user
agreement that you sign when your child joins our school.
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How recordings are used:

e Recordings are used only internally for teacher training and professional
development

¢ They may also be used for safeguarding purposes if needed
¢ Recordings are never shared externally or used for any other purpose

Data protection: All recordings are stored securely and handled in strict accordance with
data protection laws and our safeguarding policies.

Your rights: As with all other images and videos, you can contact us if you have concerns
about lesson recordings involving your child.

Use of photos and videos of children by others

Use of photos and videos by parents/carers
Private use only: You may take photographs or videos at school events for your own private
use only.

Safety first: Please be mindful of others when taking photos, including health and safety
considerations.

Designated areas: Photography and filming is only permitted in areas specified by the
school.

Right to object: We maintain the right to withdraw photo/video permissions on health and
safety grounds, and any photography on site is subject to review.

Important: Please do not share photos taken by the school on social media or other
platforms. This could breach intellectual property rights, data protection laws, and
potentially put community members at risk.

Use of photos/videos by children
Age-appropriate rules: We teach children appropriate camera use, including where cameras
cannot be taken.

Personal devices: Use of mobile phones, tablets, and personal cameras is covered in our
mobile phone and online safety policies.

Supervision: Staff supervise children appropriately when taking images for school or
curriculum use, modeling positive behavior by encouraging children to ask permission
before taking photos.

Parental consent: Photos taken by children for official school use require parental consent
and are carefully controlled and checked before sharing.
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Use of images of children by the media
When press photographers are invited to school events, we work to balance media
requirements with privacy protection.

Prior agreement: We seek agreement between parents/carers and media about what
personal information will be published alongside images.

Verification: Media representatives must be verified and are only permitted at planned
events where they are specifically invited.

Good faith: While we make every effort to ensure media follow guidelines, we cannot be
held responsible for situations beyond reasonable control where the school has acted in
good faith.

Use of external photographers
External photographers must:

¢ Work according to our online safety policy terms
¢ Sign agreements ensuring Data Protection Act compliance
e Use images only for specific, agreed purposes with parental consent

¢ Not have unsupervised access to children unless they have appropriate police
clearance

Use of Staff Images
Staff images may occasionally be used for school promotion, internal presentations, or on
our digital platforms.

Objection and complaints

If you believe images have been misused or feel your rights haven't been respected, please
contact our Data Protection Officer. We will investigate and address all concerns promptly.

Parental Consent Form

The purpose of this image consent is to ensure the safeguarding and respectful use of your
child’s images by St. Ignatius Catholic School during their time with us. It provides a clear
outline of how and when a child's image (photographs or videos) will be utilised.

This form also gives the school permission, in a documented manner, to use your child’s
image for purposes listed below, always abiding by the conditions outlined within the policy.

This consent can be withdrawn by parent/carer/staff at any time by informing St Ignatius
Catholic School in writing. This form is valid for the period of time your child is enrolled at St
Ignatius Catholic School. Upon receipt of a withdrawal of consent, the school should
promptly stop using the staff member's photos and delete them where possible.
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Confirmation

Yes

No

Online

I'm happy for the school to take photographs/videos of my
child for use on the school website, social media or in local
newspapers.

Offline

I'm happy for the school to take photographs/videos of my
child for use in school newsletters, yearbook, prospectus, or
on notice boards around the school.

INTERNAL
USE ONLY

I’m happy for my child’s lessons to be recorded for teacher
training and professional development purposes at St
Ignatius Catholic School. Recordings will only be used
internally by staff for CPD, stored securely in line with GDPR
and safeguarding requirements, and will not be shared
publicly

If at any time you wish to withdraw this consent, please contact us at general @st-ignatius.com
or pop into the office.

Staff Consent Form

This consent ensures respectful use of your image during your time with St Ignatius Catholic

School.

You can withdraw this consent at any time by contacting us in writing. This form is valid
during your employment with us.

Confirmation

Yes

No

Online

I’'m happy for the school to take photographs/videos of me
to use on the school website, social media or in local
newspapers.

Offline

I’'m happy for the school to take photographs/videos of me
to use on the school newsletters, yearbook, prospectus, or
on notice boards around the school.

INTERNAL
USE ONLY

I’'m happy for my child’s lessons to be recorded for teacher
training and professional development purposes at St
Ignatius Catholic School. Recordings will only be used
internally by staff for CPD, stored securely in line with
GDPR and safeguarding requirements, and will not be
shared publicly

To withdraw consent: Contact us at dataprotection@st-ignatius.com or visit the office.
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Links with other Policies
This image usage policy is linked to our:

* Safeguarding policy including child protection
* Schools’ Behaviour policy
* Data protection policy

* Digital Responsibility and Acceptable Use Policy
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