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POLICY 

VIDEO/AUDIO SURVEILLANCE 
 

Use of Video and Audio Monitoring  

The Board, and Executive management of SAHETI School, recognises that maintaining the safety and 

security of students, staff and property is best implemented with a multifaceted approach. To the extent 

modern technology provides tools to maintain safety and security, the use of technology such as video 

surveillance cameras is supported by the Board and management. Video surveillance may be utilized in 

and around the schools, and on school transportation vehicles. Cameras may be equipped with audio 

recording capabilities as well. Video surveillance shall be in accordance with applicable laws pertaining to 

such use. The school shall comply with applicable laws related to maintaining video recordings.  In 

particular, SAHETI is obliged to inform employees and visitors that CCTV is installed through notices 

displayed at main entrances.  The ICT department has developed and will maintain regulations governing 

the use of video surveillance in accordance with applicable law and policy. 

Exclusions 

Video and Audio monitoring is not permitted in areas where there is a reasonable expectation of privacy.  

Such areas are specified as changing rooms, bathrooms, toilets and offices (Except for the Security Office 

and the Photocopy Technician’s Office).  In the school context, classrooms will be defined as areas where 

privacy can be expected, except for year groups where a student’s ability to communicate is restricted.  In 

this policy classrooms in the Playschool will not be excluded from CCTV coverage, however, viewing 

restrictions that are specified within this policy will apply.  Recording of teacher instruction for purposes 

of completing a performance evaluation is not intended to be covered by this policy and shall not be 

permitted. Recording of students for purposes of their educational programming is also not intended to 

be covered by this policy.   

 

Placement and notification 

1. Video/Audio surveillance equipment may be installed in and around the schools, and school 

transportation vehicles where there is a legitimate need for video surveillance, as approved by 

the Executive Head.  
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2. Video/Audio surveillance equipment will not be used or installed in areas where the public, 

students and/or staff have a reasonable expectation of privacy, such as bathrooms, baby changing 

areas and classrooms*. 

3. Video/Audio surveillance equipment may be in operation 24 hours per day on a year round basis 

at any and all times, whether or not school is in session and whether or not the facilities or 

buildings are in use. 

4. Video monitors shall not be located in an area that enables public viewing.  Video footage from 

cameras within the Playschool classrooms will not be streamed to any monitor and will be 

password protected.  Video footage from classrooms will only be viewable through the formal 

process described in the section “viewing request”.    

5. Conduct and comments in publicly accessible places (e.g. school hallways, cafeterias, libraries, 

customer service contact points, classrooms, buses, athletic facilities, etc.) may be recorded by 

video and audio devices. 

6. The school shall notify students, staff and the public that Video/Audio surveillance systems are 

present. Such notification will be included in newsletters and the school website and signs will be 

prominently displayed in appropriate locations throughout the school.  

7. Specific notification will not be provided when a recording device has been installed or is being 

utilized in a school vehicle or building, except for when installed within a classroom in the 

Playschool.   The teacher will be specifically informed of any camera placed within their teaching 

venue.  

*Classrooms in the Playschool will be monitored as an exception, because students are unable to 

articulate their experience at this age level.  {Please refer to the viewing restrictions} 

Use  

1. The use of video surveillance equipment on school grounds shall be supervised and controlled by 

the ICT Manager and Security Manager.  The cameras in public spaces (Classrooms in the 

Playschool are not to be considered as public spaces) may be streamed to video monitors for 

security purposes but shall not be located in an area that enables public viewing.  All cameras 

within classrooms (Playschool Only), will not be available for streaming to any monitor and may 

only be viewed according to the viewing request specified below.   

2. Staff and students are prohibited from unauthorized use, tampering with or otherwise interfering 

with video recordings and/or video camera equipment. Violations will be subject to appropriate 

disciplinary action. Disciplinary action shall be consistent with applicable policies and regulations 

and may include, but not be limited to, written reprimand, suspension, or dismissal for staff and 

suspension and/or expulsion for students, depending upon the nature and severity of the 

situation.  

3. The Senior Management team and Security manager will review the use and operations of the 

video surveillance system periodically.  

4. Video recordings may be used as evidence that a student, staff member or other person has 

engaged in behaviour that violates the law, school policies and/or school rules. 

Storage/security 
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1. The school shall provide reasonable safeguards including, but not limited to password protection, 

well-managed firewalls and controlled physical and internet access to protect the video/audio 

surveillance system from hackers, unauthorized users and unauthorized use.  

2. Video/audio recordings will be stored for a minimum of 30 school days after the initial recording. 

If the ICT manager in conjunction with the Executive Head, knows no reason for continued 

storage, such recordings will be erased. This is an automated process. 

3. Video/Audio recordings held for review will be maintained in their original form pending 

resolution of the incident. Recording media will then be released for erasure, copied for 

authorized law enforcement agencies on a CD or DVD or retained in accordance with applicable 

law and school policy.  

4. To ensure confidentiality, all video storage devices that are not in use will be deleted and 

physically destroyed if the equipment becomes obsolete. 

 

Viewing requests  

Request for viewing of video recording relating to missing or damaged physical items in public spaces (not 

within the classrooms) must be reported to the Security Manager.  The Security Manager will be required 

to take the following steps: 

1. The security manager will email a brief description of the reported incident to the Executive 

Headmaster and a copy will be sent to the Operations Manager. 

2. The Security Manager, thereafter, will in private view the video footage. 

3. If the Security Manager identifies, what appears to be theft or malicious damage, this footage 

needs to made available to the Executive Headmaster and the Operations Manager. 

4. The Security Manager may act on the information obtained, with immediate effect, should the 

situation require a quick response, but this must be followed with consultation with the Executive 

Headmaster and the Operations Manager.    

5. The Security Manager may not make known the names of possible perpetrators to any member 

of the community, outside that of the Senior Management team. 

6. The decisions that need to be made thereafter, need to be made by the Executive Headmaster in 

consultation with the Operations Manager, but may include other Senior Management where 

required. 

Requests for review of video recordings relating to the action/conduct/behavior of a student or staff 

member, or footage within a classroom, must be made in writing to the Executive Headmaster and 

Principal of the School.  The following procedure will be followed:  

1. The Executive Headmaster and the relevant Senior Management in the part of the school will 

consult before action is taken.   

2. Approval or denial for viewing will be made within 4 days of receipt of the request and so 

communicate to the requesting individual.  The right to view a recording will remain at the 

discretion of the Executive Headmaster.  Permission may only be granted for viewing if the 

request is made by those with a direct interest in the recording.  Generally permission will be 

granted where the recording may prove or disprove a particular accusation that would require a 

formal disciplinary hearing according to the school code of conduct, or in the case of an injury, or 

for reasons of identifying individuals responsible for theft or deliberate damage to property.   
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3. The individual Staff members, likely to be implicated in the investigation, must be informed of the 

intent to view the video footage and the nature of the issue reported. 

4. All viewing will include the designated Principal or Vice-principal of the school in which the alleged 

incident occurred. 

5. At the discretion of the Executive Headmaster, individual Staff members who are implicated in 

the investigation may be allowed to view the relevant footage. 

6. Parents/guardians will only be allowed to view footage on authorization of the Executive Head.   

The identity of all other children within the footage must edited to allow for anonymity.  Only the 

portion of the recording concerning the specific incident or issue may be made available for 

viewing.    

7. A written log will be maintained of those viewing video recordings including the date and location 

of viewing, reasons for viewing, date the recording was made and the viewer’s signature. 

8. Recordings will remain the property of the school and may be reproduced only in accordance with 

applicable laws. 
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