

[image: cid:B577DFF2-AB58-4BC8-AE1C-D15E2FF6D5A1@home]

PIONEER ACADEMIES
 COMMUNITY TRUST

Policies and Procedures

Use of Digital Images Policy


	Review/Approve
	By Whom
	Date
	Review Date

	Approved
	PACT
	2018
	2022

	Reviewed
	LBS
	2022
	2023

	Reviewed
	LBS
	March 2023
	

	
	
	
	

	
	
	
	

	
	
	
	














Use of Digital Images Policy

1. Rationale

At Summerfields Primary Academy, we recognise that photography and video are useful tools employed routinely in many ways, for example for record keeping, displays, teachers’ lessons and the children’s own work. On occasions, photographs and video are also used for the press and other purposes. We also recognise the wishes of parents to take photographs and/or video of their own children participating in school events. We are, however, also sensitive to the wishes and rights of parents who may not want their children to be photographed and/or who might have concerns about the use of such images. We place the safety of our pupils above all other concerns.

The taking of photographs in school is an increasingly complicated and sensitive area as technology has now made it much easier for pictures and images to be used and distributed, both as printed material or as a digital image.

2. Photographs and videos taken by the school

Photographs and videos will only be collected and stored where the school has a documented lawful basis for doing so. Photographs and videos will be used where they are deemed essential for performing the public task of the school. Where photographs are required for other purposes, these purposes will be documented and explicit consent will be sought.

The retention period for photographs and videos will be in line with the records management guidelines set out in IRMS Retention Toolkit for Schools. At the end of the retention period photographs will either be destroyed, or may be retained for archiving purposes in the public interest.

Please also note that if your child is attending an event with school in a public venue (such as a county sport event) local media may take photos and we will have no control over this. We will let you know in advance if we expect media to be attending any public events like this, to which we plan to take our pupils.

Where local media come into the school to take photographs using their own equipment, only pupils for whom we have a signed Consent Form will be included.

Where photographs are displayed within school, we will not accompany the photograph with any identifiable information other than a first name, if necessary but we will minimise this as much as possible

Photographs and video of our pupils will only be taken using school equipment and must represent the school and children in a positive manner – inappropriate, negative, embarrassing or distressful photos will not be used.

Consent will be sought from parents/carers.

3. Media, official or personal use?

To make this policy as clear as possible, digital images have been classified into these three categories:


Media use – this refers to images which are used by the press or other outside agencies and displayed in public. Media organisations are sometimes present at inter-school sporting events (competitions) and may be present during educational visits or another school event.

We distinguish between

· images taken by the school, which may then be shared with media organisations, for their use in by them in public, either in printed or electronic form. We would only ever share these if the media organisation has a lawful basis for requesting these images. We ask for general consent for the sharing of these images.
· images taken by the media organisations themselves and then used by them in public, either in printed or electronic form. We will always inform parents when this will be happening and ask for specific consent for these occasions.

Staff will monitor pupils for whom we do not have consent for media images and will inform the outside agency not to film or photograph these pupils.

Official use – these images include any photographs or film taken by members of staff or people working as volunteers for the school, where we have a lawful basis for collecting these images as part of carrying out our tasks in the public interest under UK-GDPR.

In accordance with our own’ Acceptable Use of ICT Agreement’, staff or other parent/carers and volunteers helping at school (including on school trips) only use school owned devices (cameras and other mobile devices) to capture and store digital images of people. Staff, volunteers and parents/ carers helping on school trips offsite are not allowed to use personal devices (such as mobile phones) to take photographs and they do not store images on their own computers or storage devices. Images taken on school trips must only be taken on school owned equipment (we consider these ‘official images’).

Personal use – these are images of children taken by parents/carers/family members, during school events for personal use. We understand that parents like to take photos of or video record their children in the academy play, or at sports day, or academy presentations. This is a normal part of family life, and we will not discourage parents from celebrating their child’s successes.

We will not allow parents or others to photograph or film any pupil other than their own child at any academy activity.  

4. Can children take photographs and video on their own devices?

Children are not allowed to take digital images using their own devices while on school grounds as this can contribute to online bullying. Many children bring mobile phones to school to enable them to contact their parents about after school arrangements. Other than this, children’s mobile phones should not be used whilst children are on site. During school hours, children’s phones are placed in a secure location and returned at the end of the day.
Children may be asked to take images using school owned equipment as part of their learning. These images are treated as ‘official use’ as described above and their use is controlled by the school.

This policy links with several other policies including (but not limited to): 

· Information Security Policy and Acceptable Use Policies (AUPs)
· Social Media Policy 
· Consent Policy
· GDPR Data Protection Policy
· Retention of records
· On Line Safety Policy
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