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Photography & Video Policy

1. Policy Statement

This Policy governs how Ravenstone Hospital Almshouse Charity captures, store and process images, audio and videos (“Photos & Videos”).
We recognise that a data subject’s own imagery, or their childs’, are personal, and therefore classified as personal information.
For the purpose of this document 
· RHAC means Ravenstone Hospital Almshouse Charity or Ravenstone Court
· ‘Data Subject’ refers to Trustees, Employees, Residents, Contractors, visitors, tradesman, professionals or any individuals who attends a physical, virtual or event related to RHAC.
· ‘Imagery / images refer to hard copy imagery and digital images.
2. Background

We obtain photos & videos when undertaking evidence capture or promotional events, either on our sites and at other public locations.

We may at times need to use video surveillance around our grounds to protect our property, residents, employees, contractors and visitors.

3. Responsibilities
It is the Trustees responsibilities to ensure that these policies are adhered to and understood by both our employees, contractors, residents and partners. 
The Trustees will, where appropriate, inform residents before any video systems are installed around the estate e.g. to protect car park etc.
Residents and visitors should note that the Warden’s apartment has a Video Door Bell to allow them to see who is calling. This is covered by the Ring Privacy Policy which is available on the RIng web site.
Trustees, employees, contractors and partners are not authorized to share photos, audio or videos to unauthorized parties without the Data Subject’s consent.

4 Policy Statements
4.1 Informing & Consent
· We will always attempt to ask Data Subjects where possible provide consent before we use any imagery which they appear in. (Form D067 ‘Photography & Video Consent Form’)
· This consent evidence must be retained on file on the Portal.
· Where we cannot obtain direct consent then we may replay on Legitimate Interest to use any image which you feel you have knowledge that we have taken.
· Each Data Subject must be informed in writing, online, or via email, of how we may use this information and where it may be used. Customers must also be notified of how long we retain these assets on file and whom to contact should they have any questions, or wish to withdraw their consent. 
· We have designed a standard Information Sheet (D068 Photography & Video Information Sheet) to support this. This will be also be available on our web site.
· We will always obtain consent from responsible adults when capturing imagery of children.

4.2 Consent Management
· Since we are not using an image of a Data Subject to carry out a process which requires us to uniquely identifying a specific person, we do not view our images of Data Subjects as Biometric data (special category data) as defined by the UK GDPR.
4.2 
4.3 Asset Management : Annual Review
We will undertake a review each year to ensure that any digitally stored images, video assets or promotional materials which have now passed their expiry date are removed and deleted from our systems. Images, unless specified otherwise, will be removed after 10 years.
4.4. Asset Management : Subject Asset Requests
The Data Protection Administrator will respond to support any received Subject Access Requests (SARs) concerning disclosure, withdrawing of Consent and Right To Be Forgotten as per time scales defined in our Subject Access Request Policy. 
An Electronic ‘GDPR Information Rights Form’ will be included on our web site (Resources section) to assist Data Subjects exercise their Information Rights.
5 Distribution 
· Trustees may use photos and videos on our web site, partners web sites or social media feeds.
· Trustees may be required to share photo and video evidence with authorised partners such as Insurance Companies, Police and welfare bodies on request.
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