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Rationale

This policy has been developed primarily to support the safeguarding, welfare and privacy of children, staff
and visitors while enabling photography and video to be used appropriately across the Trust. It sets out the
Trust's expectations for the appropriate use of photography, video and recording technologies, helping to
ensure that images and recordings are used safely, responsibly and proportionately.

The policy is also designed to support compliance with the UK GDPR, the Data Protection Act 2018 and other
relevant legal requirements relating to the processing of personal data.

Scope

The intended scope of this policy is for all staff, students and parents of Haberdashers’ Academies Trust South.
This policy should be read in conjunction with the Trust’s Safeguarding Policy and the Data Protection Policy.

Aims

e To safeguard the welfare, privacy and dignity of children, staff and visitors.

e To ensure photography, video and recordings are used safely, responsibly and for legitimate
educational, operational or communication purposes.

e To minimise safeguarding and privacy risks associated with the creation, use and sharing of
images and recordings.

e To inform parents, children and staff how images and recordings may be used and obtain
consent where required.

¢ To comply with data protection legislation and other relevant legal requirements.

Principles

When using photography, video or recordings, the Trust will:

e put safeguarding and welfare first;

e ensure there is a clear educational, operational or communication purpose;
e use the least intrusive approach appropriate to the purpose;

e obtain consent where required;

e store and manage images securely;



e retain images only for as long as necessary and in accordance with the Trust's Data Retention
Guidelines;
e periodically review publicly available content.

Roles and Responsibilities

Role \ Responsibility

Principal Ensure the policy is implemented consistently within the
school and that staff understand and follow its requirements.
Staff Follow this policy and check consent, safeguarding and

privacy requirements before taking, using or sharing images
or recordings.

Communications staff / Ensure appropriate permissions have been obtained before

authorised staff publishing images or recordings and take a proportionate
approach to safeguarding and privacy risks.

Data Protection Lead Provide local advice and support on data protection and

privacy matters relating to photography, video and
recordings, including the handling of queries, requests and
concerns.

Data Protection Officer Maintain this policy and provide Trust-wide advice and
guidance on photography, video and recording activities.
Support schools in the handling of data protection queries
and complaints relating to images and recordings and act as
the Trust's point of contact with the Information
Commissioner's Office (ICO) on relevant matters.

Parents, Pupils, Visitors Follow the requirements relating to photography, recording
devices and the sharing of images, and respect the privacy
and preferences of others.

Implementation

1. Taking photographs and videos

The Trust uses photography and video for a range of legitimate educational, safeguarding, administrative
and communication purposes. The sections below explain the main circumstances in which images and
recordings may be created and how they will be used.

Identity Badges and Class/Year Portraits

The Trust uses individual pupil and staff portraits for security purposes, for identity badges and stores them
with other personal pupil data. These images may also be displayed around the school to aid with
identifying particular groups of children or staff (e.g. all the students in a year group may be displayed in
the head of year's office). Images taken and stored in these ways form part of the Trust's educational and
administrative records. Parents/guardians of pupils, or the pupils themselves (depending on their age), will
be informed that these images are retained by the school and used only for authorised purposes.



Individual /Group Pupil Photographs

The Trust’s schools have professional individual and group photographs taken of students regularly so that
they can be purchased by parents/guardians. Group photographs are also sometimes used for display
purposes within the school. The Trust will check that any professional photographer used will:

e only use material for the Trust’s own purposes and not give permission to use the photographs for
any other purpose;

e not disclose the photographs to any other party unless specifically required to do so under the
contract with the school or where written permission has been given by the school;

e be responsible for keeping records as evidence that (s)he has followed the steps set out above.

Recording Learning

The Trust uses photographs and video to record evidence of learning and assessment, including as part of any
remote learning where students are not physically present. For example, children in the early years foundation
stage may be photographed undertaking activities in their classroom. Older children may be videoed during
drama, PE, music or other subjects to provide evidence for assessment by their teachers, or for external
examiners (in which case it may be shared with examination boards), or in order to give the students feedback
on their work.

2. Consent and permissions

The Trust recognises the importance of ensuring that photographs and videos are used appropriately and,
where required, with the consent of the individual concerned or their parent/guardian. The consent
requirements associated with photography and video will depend on the purpose for which the image or
recording is being used.

The Trust will ensure that consent is obtained, recorded and managed where required and that any use of
photographs or videos is consistent with safeguarding requirements, data protection legislation and the
preferences recorded by the individual or their parent/guardian.

When consent is required

Consent is required where photographs or videos are used for purposes beyond the Trust's educational,
safeguarding or administrative functions, including the use of images in promotional materials, websites,
social media, media publications and other public-facing communications.

Where consent is required, the Trust will ensure that individuals (or their parents/guardians where
appropriate) are provided with sufficient information to make an informed decision.

Where consent is not required, staff and students will normally be informed when photographs or videos are
being taken and the reasons for this.

Obtaining and recording consent

The Trust wishes to use photographs and videos for a range of educational, communication and promotional
purposes. Where consent is required, schools will issue a form, either in paper or electronic format, to parents
on admission, or at another appropriate point where consent preferences are being reviewed or updated. This
will ask parents to indicate their preferences regarding how images of their child may be used. We will record
these preferences on the child’s file in Arbor (the school’s Management Information System), and these will
be checked before any images are used



Use of named and identifiable information
Where the Trust wishes to publish a pupil's name alongside a photograph or video, appropriate permission
will be obtained from the pupil or their parent/guardian, as applicable.

Changes to consent

Consent may be withdrawn or amended at any time by contacting the school. Schools will update their
records accordingly and will take reasonable steps to cease future use of images where consent has been
withdrawn. However, it may not be possible to remove material that has already been published in printed
publications or shared by third parties.

3. Publishing and sharing images

The Trust may publish or share photographs and videos for educational, communication, promotional and
celebratory purposes. This may include use in school and Trust publications, newsletters, websites, social
media channels, media articles and materials produced in partnership with the Haberdashers’ Company or
other Haberdashers’ schools.

Before publishing or sharing images, staff should ensure that any required permissions are in place and
consider whether publication is appropriate, proportionate and consistent with safeguarding and privacy
requirements:

e |sthere a legitimate educational or communication purpose?

e |s consent required?

e Is publication proportionate?

e Could the same purpose be achieved with a less identifiable image?
e Does this create any unnecessary safeguarding risk?

Publicity photographs and videos produced by the school for prospectuses, brochures,
websites and social media

The Trust and its schools sometimes take, or have professionally taken, photographs and videos of staff and
students for use in our promotional materials like the websites, our social media channels, our handbooks,
our school prospectuses, leaflets, posters or banners.

Use of names and identifiable information

Where photographs and videos of pupils are used in school publications, websites and social media, pupils will
not usually be named and personal information will not ordinarily be published alongside an identifiable
image.

There may be some circumstances in which we would see fit to publicise a pupil’s name with a photograph or
video, for example, Head Girl and Head Boy displays or films, or to celebrate student success in newsletters,
but the students (or their parents, depending on their age) will be asked for their permission before such
information is published.

Online publication and safeguarding considerations

The Trust recognises that advances in artificial intelligence (Al) and image processing technologies have
increased the potential for photographs published online to be copied, altered or otherwise misused by third
parties. While the Trust values the use of photography and video to celebrate pupil achievement and school
life, it also seeks to minimise unnecessary safeguarding and privacy risks.



The Trust will take a proportionate, risk based approach when selecting and publishing images and may:

e avoid unnecessarily identifying pupils through the combination of photographs and personal
information;

e use group photographs or wider-angle images where appropriate;

e avoid publishing excessive numbers of close-up images of identifiable pupils;

e periodically review published images and consider removing content that is no longer required for its
original purpose or where an alternative image could achieve the same purpose with a lower
safeguarding risk;

e provide training and guidance to staff on the safe and responsible use of pupil imagery.

The Trust may implement technical measures on its public websites designed to discourage the unauthorised
copying, downloading or reuse of photographs. These measures are intended to act as a deterrent and may
include restrictions on image copying and printing functionality.

The Trust will continue to review its practices in light of emerging safeguarding risks, technological
developments and relevant guidance from safeguarding, education and data protection bodies.

Media Photography

If there is any situation in which the Trust wants to use an image of a child in the media, it will obtain direct
consent from the child (where appropriate, if aged 13 or over) or their parent (if the child is aged under 13 or
is over 13 but not considered to be able to provide informed consent) before publication. Parents will be
informed if their child has consented for their image to be used. Parents and pupils will be informed whether
the image will be published alongside the pupil's name.

Haberdashers’ Company and joint events

Photographic or videographic images taken by the Trust and at Haberdashers’ events may be used by the Trust
and the Haberdashers’ Company to promote the charitable and educational activities of the Company and its
schools. For events in which other schools within the Haberdashers’ family attend (Haberdashers’ Monmouth
Schools, Haberdashers’ Elstree Schools and Haberdashers’ West Midlands Academies Trust), these images will
be shared with those schools who may also use the images for the same purpose. Where images and video
are concerned, only those captured at joint events will be shared with other schools within the Haberdashers’
family.

4. Photography and recoding by others

The Trust recognises that parents, guardians, pupils, visitors and other members of the school community may
wish to take photographs, videos or recordings at school events or while on Trust premises. Whilst this can
support the celebration of school life and pupil achievement, it must be balanced with the safeguarding,
privacy and preferences of others. The following requirements apply to photography, video and recording
activities carried out by individuals who are not acting on behalf of the Trust.

Photographing school events
Where photographs will be taken by the school or Trust at an event, parents will be informed of this.

The Trust allows parents and guardians to take photographs at school events for their personal use. If a parent
has specifically requested that no photographs are taken of their child, even for personal use, an
announcement will be made at the beginning of the event to ask parents and guardians not to take
photographs. Parents and guardians should be mindful of how they share photographs and video footage
containing images of other children. To protect the welfare of children and staff, parents and guardians must



not share images of other children on social media unless they have appropriate consent. The Trust will remind
parents to be respectful of other families’ preferences with regards to this regularly.

Use of personal recording devices

The use of personal devices or recording equipment to capture photographs, video or audio on Trust or school
premises is not permitted without the prior knowledge and, where appropriate, consent of those involved and
the permission of the school or Trust. This includes mobile phones, tablets, Ai enabled recording devices, live
streaming and wearable technology including smart glasses and any other device capable of recording images,
video or sound.

This requirement applies to pupils, parents, staff, governors, contractors and visitors. Any authorised
recording must be used, stored and shared in a manner that respects the privacy of individuals, supports
safeguarding requirements and complies with data protection legislation.

5. Recording meetings, panels and training

Video recordings taken during meetings, training sessions or review panels

Hybrid and online meetings are now commonplace and recordings of these events happen regularly to assist
with note-taking. Where this takes place, the video recordings should be deleted once the notes have been
created and distributed to attendees.

Training sessions may be recorded and shared with staff or governors who were not able to attend or retained
as a future internal training resource but will not be shared with external parties without express permission.

Where review panels need to take place online, recordings may be made to support note-taking and will be
deleted once notes have been created and distributed. The Trust will not routinely share video recordings of
review panels without the consent of all parties in attendance and will only do so if it does not jeopardise the
outcome or due process of the review panel proceedings.

Recordings will only be used for the stated purpose and will not be retained longer than necessary.

6. Storage, retention and deletion

The Trust will ensure that photographs, videos and recordings are stored securely and are only accessible to
those who have a legitimate need to access them as part of their role.

Photographs, videos and recordings will be retained only for as long as necessary for the purpose for which
they were created and in accordance with the Trust's Data Retention Guidelines. Requests relating to
photographs, videos or recordings, including requests for access, correction or deletion, will be managed in
accordance with the Trust's Data Protection Policy.

When photographs, videos and recordings are no longer required, they will be securely deleted or disposed
of in line with the Trust's data protection and records management procedures.

Requests to access, amend or delete personal data (including images or video recordings) will be handled in
accordance with the Trust's Data Protection Policy and Subject Access Request procedures.

Communication

This policy will be published on the Trust’s website for all students and parents/guardians. It will also be
published on Habs Hub (the staff intranet), for staff.


https://www.habstrustsouth.org.uk/Policies/Federation/
https://haberdashersaskes.sharepoint.com/sites/PoliciesandPractices/SitePages/Policies.aspx

Monitoring and evaluation

All pupil files will have photography and video consent information stored. This policy and relevant procedures
will be reviewed as part of our data protection compliance checks and annual policy reviews.

Related documents

e Child Protection (Safeguarding) Policy

e Data Protection Policy

e Privacy Notices (for Pupils, Staff and Job Applicants, Governors and Volunteers and Suppliers)
e Records Management Policy

e Data Retention guidelines

e Freedom of Information Policy and Guide to Published Information

e Acceptable Use of IT Policy - Staff



