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1. Rhagymadrodd

Mae defnyddio Teledu Cylch Cyfyng (TCC) yn golygu prosesu gwybodaeth am unigolion ac felly mae’n dod o dan
ddarpariaethau Deddf Diogelu Data 2018 a’r Rheoliad Diogelu Data Cyffredinol (GDPR). Mae’r ddeddfwriaeth
newydd yn creu rhwymedigaethau i sefydliadau ond hefyd, yn rhoi hawliau i unigolion, fel yr hawl i gael mynediad
i'w gwybodaeth.

Pwrpas y polisi hwn yw rheoleiddio, rheoli a gweithredu’r defnydd o’r system teledu cylch Cyfyng sydd wedi’i sefydlu
yn yr ysgol. Bydd dilyn yr argymhellion yn y polisi yma yn ;
e Helpuisicrhau bod y sawl sy’n gyfrifol am systemau TCC yn cadw at ddeddfwriaeth Diogelu Data a
darpariaethau statudol eraill
e Cyfrannu at ddefnyddio a gweithredu system gamera yn effeithlon
e Golygu bod y wybodaeth a gesglir yn ddefnyddiadwy ac yn gallu cyflawni ei hamcanion yn ymarferol
e Sicrhau bod yr ysgol yn aros o fewn y gyfraith ac yn osgoi camau rheoleiddio a chosbau
e Hysbysu unigolion bod gweithdrefnau mewn lle sydd yn cydymffurfio gyda rheoliadau diogelu data gyda’u
gwybodaeth sydd yn cael eu chasglu

1.1 Amcanion y cynllun a’r Sail Gyfreithiol

Mae’r system yn cynnwys o gamerdu wedi eu lleoli o gwmpas tu allan yr ysgol. Mae’r camerau oll yn cael eu monitro
o fewn yr ysgol gan staff penodedig yr Ysgol. Gall yr aelodau staff yma cynnwys aelodau o’r Uwch Dim Rheoli,
Pennaeth yr Ysgol, Rheolwr Rhwydwaith neu’r Swyddog lechyd a Diogelwch.

Mae’r system TCC wedi’i sefydlu er mwyn;
e Cynyddu diogelwch personol a thorfol staff, myfyrwyr ac ymwelwyr
e Atal fandaliaeth
e Atal bwlio
o Diogelu adeiladau ac asedau’r Ysgol
e Cynorthwyo gyda rheoli’r ysgol

Ein sail gyfreithiol dros prosesu gwybodaeth yn y modd yma ywl 6(1)(e) “mae prosesu yn angenrheidiol ar gyfer
cyflawni tasg er budd y cyhoedd neu wrth ymarfer awdurdod swyddogol a roddwyd i’'r Rheolydd” ac 9 (2)(g) ar
gyfer unrhyw gwybodaeth sensitif sydd yn gael ei phrosesu, “mae prosesu yn angenrheidiol ar gyfer cyflawni tasg
budd cyhoeddus sylweddol ac i ddiogelu hawliau a buddiannau sylfaenol yr unigolyn/unigolion”

Gellir defnyddio'r system TCC fel tystiolaeth fel rhan o brosesau disgyblu a chwyno. Bydd y system TCC yn cael ei
fonitro at y dibenion a amlinellir yn y polisi. Fodd bynnag, pan fydd honiadau neu gwynion wedi ei dderbyn neu lle
mae ymddygiad amhriodol yn cael eu harsylwi wrth fonitro'r system, gellir defnyddio'r deunydd fel rhan o
ymchwiliad.

1.2 Egwyddorion

Gan fod systemau gwyliadwriaeth yn monitro ac yn cofnodi gweithgareddau unigolion maent yn prosesu
gwybodaeth bersonol ac felly yn gorfod cydymffurfio efo deddfau diogelu data.

e Rhaid ymdrin a gwybodaeth bersonol yn deg a chyfreithlon

e Rhaid derbyn a phrosesu data dim ond at ddibenion penodol

e Rhaid i'r wybodaeth fod yn ddigonol, yn berthnasol a heb fod yn ormodol
e Rhaid i'r wybodaeth fod yn gywir a chael ei chadw’n gyfoes

e Rhaid peidio cadw gwybodaeth yn hwy nag sydd angen

e Rhaid cadw data’n ddiogel
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Mae’r egwyddor atebolrwydd hefyd yn golygu bod rhaid i’r ysgol, fel rheolwr data, dangos cydymffurfiaeth efo’r
uchod.

2. Cyfrifoldebau
Cofrestrir y cynllun TCC gyda’r comisiynydd Gwybodaeth yn unol ag amodau’r Ddeddf Diogelu Data 2018, GDPR UK a
chod Gweithredu’r Comisiynydd. Yr Ysgol yw’r rheolwr data ar gyfer y system TCC a sefydlwyd yn yr ysgol. Golyga
hyn mai’r Ysgol sydd yn datgan pa ddefnydd a wneir o’r delweddau ac yn nodi i bwy y cant eu datgelu.
Fodd bynnag, mae angen penodi unigolyn/unigolion sy’n gyfrifol am ei gweithredu o ddydd i ddydd.

e Penderfynwch a chofnodwch pwy sy’n gyfrifol am weithredu’r system TCC yn yr Ysgol

e Dylai ef/hi fod yn gyfrifol am sicrhau fod gweithdrefnau a safonau yn cael eu dilyn a bod y system yn
cydymffurfio a’r drefn hon
Y Corff Llywodraethol
. Mabwysiadu’r polisi Teledu Cylch Cyfyng (TCC)

Y Pennaeth/Rheolwyr Llinell Dynodedig

. Y pennaeth sy’n gyfrifol am reoli’r gweithdrefnau

o Sicrhau bod hysbysiadau perthnasol ar waith yn hysbysu pobl bod recordio yn digwydd

Y Staff Addysgu

. Sicrhau eu bod, hyd eithaf eu gallu, yn cyrraedd y safonau disgwyliedig o’i swydd yn 6l eu contract
cyflogaeth.

. cydweithio’n rhesymol gyda’r ysgol yn ystod unrhyw broses anffurfiol neu os gelwir ar y broses
ffurfiol

Awdurdod Lleol — Swyddog Diogelu Data Ysgolion

. Darparu cyngor a chanllawiau i ysgolion ar faterion polisi a gweithdrefnau

o Darparu canllawiau i ysgolion/penaethiaid ar y broses cais am gael gweld gwybodaeth TCC

. Bod yn gyswllt i staff/rhieni/myfyrwyr/ymwelwyr os oes pryderon am defnydd y system TCC
3. Defnyddio’r Offer

3.1 Lleoliad a defnydd o’r camerau

Mae’n rhaid i’r offer fod yn addas i'r pwrpas. Dylid sicrhau bod;

e yrysgol yn defnyddio’r camerau er mwyn monitro gweithgarwch o fewn yr ysgol at ddibenion
diogelwch a lles yr ysgol.

e ycamerau wedi’u lleoli mewn mannau priodol yn yr ardal(oedd) y bwriadoch eu monitro

e mynediad i'r system wedi’i reoli gan enw defnyddiwr a chyfrinair ar gyfer unigolion dynodedig

e lleoliad y camerau yn ddiogel ac nad ydynt yn hawdd i’'w difrodi

e yrardal wylio yn briodol ac yn ddiogel
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e yrYsgol yn triny system a’r holl wybodaeth, y dogfennau a’r recordiadau sy’n deillio o’r defnydd fel
data a ddiogelir gan y ddeddf Diogelu Data 2018 a GDPR UK

e camerau yn cael ei ddefnyddio mewn ardaloedd lle mae gan unigolion ddisgwyliad uchel o
breifatrwydd mewn amgylchiadau mwyaf eithriadol yn unig

e unigolion yn ymwybodol bod camerau yn eu lle

e ydeunyddiau a’r gwybodaeth wedi ei gaffael o ganlyniad i TCC ddim yn cael ei ddefnyddio at
ddibenion masnachol nac adloniant

3.2 Cynnal a Chadw’r System
Mae’n bwysig fod y system TCC yn gallu cynhyrchu delweddau o’r ansawdd priodol. Fydd angen sicrhau;

e yn gyson bod yr offer TCC yn gweithio’n iawn

o fod dyddiad ac amser yn fanwl gywir os cyfeirir at amser a dyddiad yn y recordiad

e bod camerau yn cael eu gwarchod rhag fandaliaeth

e bod camerau yn cael ei thrwsio cyn gynted a phosib os nad ydynt yn gweithio

e bod cofnod manwl ysgrifenedig o bob achos cynnal a chadw’r system yn cael ei cadw

3.3 Storio Delweddau

Dylai cyfnod cadw’r delweddau adlewyrchu pwrpas y system a ni ddylid cadw’r delweddau am fwy o amser
nag sy’n hollol angenrheidiol i fodloni’ch dibenion ar gyfer ei chofnodi. Weithiau, efallai y bydd angen cadw
delweddau am gyfnod hirach oherwydd rheswm cyfreithiol, neu ymchwiliad i drosedd. Pan yn storio
delweddau, fydd angen sicrhau;

e fody delweddau yn cael ei storio am gyfnod(uchafswm) o 30 diwrnod oni bai bod rheswm

gyfreithiol neu ymchwiliad i drosedd yn galluogi ni storio am gyfnod gwahanol

Mae’n bosib y bydd rhai delweddau a recordir yn cael eu dileu ar 6l cyfnod byrrach, er enghraifft os pennir
na fu unrhyw ddigwyddiad a allai gyfiawnhau cadw delweddau wedi eu recordio
Bydd hefyd angen sicrhau;

e bod delweddau’n cael eu dileu yn ddiogel ar ddiwedd y cyfnod cadw

e bod cofnod yn cael ei gadw o’r broses dileu

e body system rhwydwaith lle mae’r delweddau yn cael ei storio yn rhwydwaith ddiogel

4. Datgelu Gwybodaeth i eraill

Mae ddeddfwriaeth diogelu data yn rhoi’r hawl i unigolion gweld gwybodaeth bersonol amdano ei hun. Os oes
unrhyw un wedi cael ei recordio ar y system, mae ganddo/ganddi hawl i wneud cais i weld, a chael copi o’r deunydd
a recordiwyd.

Os ydych yn derbyn cais am gwybodaeth, dylid ystyried y cais yn ofalus a bydd angen sicrhau;

e body ffurflen pwrpasol wedi’i lenwi ar gyfer y diben hwn (gweler atodiad 1)

e eich bod chi yn ymateb o fewn un mis calendr

e body delweddau yn cael eu adolygu cyn ei rhyddhau rhag ofn bod gwybodaeth bersonol
unigolyn arall yn rhan o’r recordiad. Gall rhyddhau hyn arwain at toriad yn y ddeddf diogelu data.
Yn dibynnu ar yr amgylchiadau, efallai fydd angen cuddio unigolion eraill sydd yn ymddangos yny
recordiad cyn eu ryddhau

e beth yw'r pwrpas dros datgelu’r wybodaeth. Os mai’r pwrpas yw atal a datrys troseddau, mi
fyddai’n briodol datgelu i’r heddlu ond nid i’r wasg

Rhaid cofnodi pob achlysur y gwneir cais i wylio recordiad (gweler atodiad 1)

e Cofnodwch y dyddiad a’r amser

e Yrheswm pam fod angen gweld y recordiad @
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e Manylion yr unigolyn/ion sydd yn gwylio’r recordiad

Os yw’r Heddlu yn gwneud cais i weld delweddau TCC, rhaid iddynt llenwi ffurflen bwrpasol, wedi’i lofnodi gan
Pennaeth yr Ysgol a’r Swyddog Diogelu Data Ysgolion. (gweler atodiad)

4.1 Gwylio Delweddau

Bydd delweddau yn cael eu gwylio, ynteu ei gopio dim ond os bydd yn cynorthwyo gwasanaethau’r ysgol gydag
unrhyw rai o’r materion y cyfeirir atynt yn yr adran amcanion y system TCC (1.1) Rhaid sicrhau bod mynediad at
delweddau wedi ei gyfyngu a dylid sicrhau bod y wybodaeth wedi ei chadw’n ddiogel.

e Dylid cadw’r deunydd a recordiwyd mewn modd priodol er mwyn gwarchod hawliau’r unigolion
sydd wedi eu cofnodi ar y system a hefyd er mwyn sicrhau y gellir defnyddio’r deunydd fel
tystiolaeth mewn llys os oes angen

e Dylid gwylio’r recordiad mewn man cyfyngedig ei mynediad yn unig e.e Swyddfa’r Pennaeth. Ni
ddylid caniatdu mynediad i eraill tra bo rhywun yn gwylio recordiad

e Dylid sicrhau bod yr holl staff yn ymwybodol fod camddefnyddio’r offer yn gallu bod yn drosedd

4.2 Ceisiadau rhyddid gwybodaeth

Dylid cyfeirio unrhyw geisiadau Rhyddid Gwybodaeth am ddelweddau TCC i Bennaeth yr Ysgol fydd yn delio @ nhw yn
unol &’r Ddeddf a gyda chymorth y Swyddog Diogelu Data Ysgolion.

5. Cwynion a chamddefnydd

e Bydd angen adrodd ar unrhyw camddefnydd o’r system i'r Swyddog Diogelu Data Ysgolion er mwyn iddo/iddi
asesu’r risg a’r angen o adrodd i’r comisiynydd gwybodaeth

e  Bydd unrhyw weithredu gan staff yr ysgol sydd yn groes i'r c6d ymddygiad yn cael ei ymchwilio yn y lle cyntaf
gan y Pennaeth er mwyn iddo/iddi weithredu’r camau disgyblu mwyaf addas

e Dylid cyfeirio unrhyw gwyn ynghylch a system TCC yr Ysgol i Pennaeth yr Ysgol

e Bydd unrhyw gwynion yn cael eu hymchwilio yn unol a’r c6d hwn.

6. Monitro Gweithrediad y System
e Dylid cofnodi nifer y cwynion a dderbynnir
e Dylid cynnal asesiad mewnol bob blwyddyn i asesu effeithiolrwydd y system
e Dylid asesu canlyniadau’r asesiad yn 6l pwrpas y cynllun. Os nad yw’n cyflawni ei bwrpas, ni ddylid parhau i

ddefnyddio’r system.

Bydd copi o’r polisi yma ar gael i’r cyhoedd gan Swyddfa’r Ysgol ac ar wefan yr Ysgol

Llofnodwyd ar ran Cadeirydd y Llywodraethwyr:

Dyddiad:
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Atodiad 1

Defnyddir y ffurflen gais yma i ganiatau unigolion gael gweld gwybodaeth amdanynt ar system TCC Cyngor
Gwynedd.

Rhan 1 — Manylion Personol

Enw

Cyfenw
Dyddiad geni
Cyfeiriad

Cod Post
Rhif ffon

Rhan 2 - Prawf adnabod

Er mwyn ein helpu i sefydlu pwy ydych chi, mae’n rhaid i chi gynnwys dogfennau swyddogol gyda’ch
ffurflen gais.

Er enghraifft: copi o dystysgrif geni, trwydded yrru, copi gwreiddiol o fil gwasanaeth diweddar.

Hefyd, llun diweddar ohonoch yn dangos eich wyneb yn glir.

Os nad ydych yn cynnwys prawf adnabod, gall hyn arwain at oedi gyda’ch cais.

Rhan 3 - Cyflwyno gwybodaeth

Mae gennych hawl, gyda rhai eithriadau, i dderbyn copi o’r wybodaeth ar ffurf barhaol. A ydych yn dymuno:
(a) cael gweld y wybodaeth a derbyn copi parhaol  Ydw/Nac ydw

(b) cael gweld y wybodaeth un unig Ydw/Nac ydw

Rhan 4 - Datganiad

Mae’r wybodaeth ar y ffurflen gais yma’n gywir ac ynglyn & mi fy hun

Llofnod Dyddiad

Rhan 5 — Er mwyn ein helpu i ddod o hyd i’r wybodaeth
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Os yw'r wybodaeth yr ydych wedi gofyn amdani yn ymwneud a throsedd neu ddigwyddiad penodol, yna
llenwch y Rhan yma.

Os yw'r wybodaeth yr ydych ei hangen yn ymwneud & cherbyd, eiddo neu fath arall o wybodaeth, nodwch
hynny isod.

Oeddech chi: (ticiwch y blwch priodol)
Yn berson a oedd yn adrodd am drosedd neu ddigwyddiad
Yn dyst i drosedd neu ddigwyddiad

Yn ddioddefwr trosedd

o O O 0O

Yn berson a gyhuddwyd neu a gafwyd yn euog o drosedd

Arall — nodwch os gwelwch yn dda

Dyddiad ac amser y digwyddiad

Lleoliad y digwyddiad

Manylion cryno ynglyn &’r digwyddiad

Cyn anfon y ffurflen, gwiriwch:

A ydych wedi llenwi POB rhan?
A ydych wedi cynnwys y dogfennau adnabod?
A ydych wedi arwyddo a dyddio’r ffurflen?

Sut ydym yn defnyddio eich data

Caiff y wybodaeth yn y ffurflen hon ei defnyddio er diben ymdrin &'ch cais am wybodaeth, a bydd yn cael ei phrosesu
o dan ddeddfwriaeth diogelu data. Ni fydd yn cael ei rhannu y tu allan i'r Cyngor, a chedwir y wybodaeth am gyfnod o
dair blynedd. Am ragor o wybodaeth am eich hawliau, gweler y dudalen am breifatrwydd ar wefan y Cyngor.
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1. Introduction

Using Close Circuit Television (CCTV) involves the processing of information about individuals and, therefore, it
comes under the provisions of the Data Protection Act 2018 and the General Data Protection Regulation (GDPR).
The new legislation creates obligations for organisations but also gives rights to individuals, such as the right to
obtain access to their information.

The purpose of this policy is to regulate, manage and implement use of the close circuit television system that has
been established at the school. Following the recommendations in this policy will:
e Help to ensure that those responsible for CCTV systems adhere to Data Protection legislation and other
statutory provisions.
e Contribute to using and implementing a camera system efficiently.
e Mean that information gathered is useable and can achieve its aims on a practical level.
e Ensure that the school remains within the law and avoids regulation actions and penalties.
e Inform individuals that procedures are in place that comply with data protection regulations with their
information gathered.

1.1 The aims of the scheme and the Legal Basis

The system includes cameras which are located around the outside of the school. All cameras are monitored within
the school by designated School staff. These members of staff can include members of the Senior Management
Team, the School Headteacher, the Network Manager or the Health and Safety Officer.

The CCTV system has been established in order to:
e Increase the personal and collective safety of staff, students and visitors.
e Prevent vandalism.
e Prevent bullying.
e Protect School buildings and assets.
e Assist with the management of the school.

Our legal basis for processing information in this manner is 6(1)(e) “processing is necessary in order to complete a
task in the public interest or when exercising an official authority granted to the Regulator" and 9(2)(g) for any
sensitive information that is being processed, “processing is necessary in order to complete a task in the substantial
interest of the public and to protect the fundamental rights and benefits of the individual/individuals".

The CCTV system can be used as evidence as part of disciplinary and grievance processes. The CCTV system will be
monitored for the purposes outlined in the policy. However where allegations or complaints are received or where
inappropriate behaviour has been observed when monitoring the system, the material can be used as part of an
investigation

1.2 Principles

As surveillance systems monitor and record the activities of individuals, they process personal information and,
therefore, must comply with data protection laws.

e Personal information must be dealt with fairly and lawfully.

e Data must be received and processed for specific purposes only.

e Information must be adequate and relevant without being excessive.
e Information must be accurate and kept up to date.

e Information must not be stored for longer than is necessary.

e Data must be stored securely.
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The accountability principle also means that the school, as the data controller, must demonstrate compliance with
the above.

2. Responsibilities
The CCTV scheme is registered with the Information Commissioner in accordance with the conditions of the Data
Protection Act 2018, GDPR UK and the Commissioner's code of practice. The School is the data controller for the
CCTV system established in the school. This means that the School will state what use is made of images and will
note to whom they can disclose them.
However, an individual/individuals responsible for its day to operation needs to be designated.

e Determine and record who is responsible for operating the CCTV system in the School.

e He/she should be responsible for ensuring that procedures and standards are adhered to and that the
system complies with this procedure.
The Governing Body
o Adopt the Close Circuit Television (CCTV) policy.

Headteacher/Designated Line Managers

o The headteacher is responsible for managing the procedures
. Ensure that relevant notices are in place informing people recording is taking place

Teaching Staff

o Ensure that they meet the expected standards of their post, to the best of their ability, in accordance
with their employment contract.

o Collaborate reasonably with the school during any informal process or if a formal process is
requested.

Local Authority - Schools Data Protection Officer

J Provide advice and guidelines to schools on policy and procedure matters.
. Provide guidelines to schools/headteachers on the process of requesting CCTV information.
o Be a contact point for staff/parents/students/visitors if there are concerns relating to the use of the
CCTV system.
3. Using the Equipment

3.1 Location and use of cameras
Equipment must be fit for purpose. It should be ensured that:

e the school uses the cameras in order to monitor activity within the school for the purposes of school
safety and well-being.

e the cameras are located in appropriate locations in the area(s) you had intended to monitor.

e access to the system is controlled by an user name and password for designated individuals. @
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e |ocation of the cameras is safe and are not easy to damage.

e the surveillance area is appropriate and safe.

e the School deals with the system and all information, documents and records deriving from its use as
data that is protected by the Data Protection Act 2018 and GDPR UK.

e cameras are used in areas where individuals have a high expectation of privacy in the most
exceptional circumstances only.

e individuals are aware that cameras are in place.

e materials and information have been procured as a result of CCTV and not used for commercial or
entertainment purposes.

3.2 System Maintenance
It is important that the CCTV system can produce images of suitable quality. There will be a need to ensure that:

e the CCTV equipment is working correctly on a consistent basis;

e date and time is precise if there is a reference to date and time in the recording;
e cameras are protected from vandalism;

e cameras are repaired as soon as possible if they are not working;

e adetailed written record of all system maintenance cases is kept.

3.3 Storing Images

The image retention period should reflect the purpose of the system and images should not be retained for more
time than is absolutely necessary to satisfy your recording purposes. Occasionally, you might need to retain images
for a longer period for legal reasons, or a criminal investigation. When storing images, there will be a need to ensure:
e that images are stored for a period (maximum) of 30 days unless there is a legal reason or
criminal investigation enabling us to store for a different period.
It is possible that some recorded images will be deleted after a shorter period, for example, if it is determined that
there was no incident that could justify retaining the recorded images.
There will also be a need to ensure:
e thatimages are deleted safely at the end of the retention period.
e that arecord of the deletion process is kept.
e that the network system, where images are stored, is safe.

4. Disclosing Information to others

Data protection legislation gives individuals the right to see personal information about themselves. If anyone has
been recorded on the system, they have a right to make an application to see, and obtain a copy of the recorded
material.

If you receive an application for information, the application should be considered carefully and there will be a need
to ensure:

e that the appropriate form has been completed for this purpose (see appendix 1).

e that you respond within one calendar month.

e thatimages are reviewed before they are released in case the personal information of another
individual is part of the recording. Releasing this can lead to breaching the Data Protection Act.
Depending on the circumstances, you might need to conceal the faces of other individuals who
appear in the record before it is released.

e whatis the purpose of disclosing the information? If the purpose is to prevent and solve crimes,
it would be appropriate to disclose to the police, but not to the press.

Every occasion when an application is made to view a recording (see appendix 1) must be recorded.
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e Record the date and time.
e The reason for needing to view the recording.
e Details of the individual/s who watch the recording.

If the Police request to view CCTV images, they must complete an appropriate form, signed by the Headteacher and
the Schools Data Protection Officer. (see appendix *)

4.1 Viewing Images

Images will only be viewed or copied if they will assist the services of the school with any of the matters referred to
under the aims of the CCTV system (1.1) section. It must be ensured that access to images is restricted and that
information is stored safely.

e Recorded material should be stored in a proper manner in order to protect the rights of individuals
who have been recorded on the system and to also ensure that material can be used as evidence in
court, if required.

e The recording should only be viewed in a location with restricted access, e.g. the Headteacher's
Office. Access should not be allowed to others while someone is viewing a recording.

e It should be ensured that all staff are aware that misusing the equipment can be an offence.

4.2 Freedom of Information Requests

Any Freedom of Information requests for CCTV images should be referred to the School's Headteachers who will
deal with them in accordance with the Act and with the assistance of the Schools Data Protection Officer.

5. Complaints and misuse

e Any case of misusing the system will need to be reported to the Schools Data Protection Officer in order for
him/her to assess the risk and the need to report to the Information Commissioner.

e Any action by school staff which is contrary to the code of conduct will be investigated by the Headteacher
first so that he/she can implement the most suitable disciplinary action.

e Any complaint relating to the CCTV system should be referred to the School’s Headteacher.

e Any complaints will be investigated in accordance with this code.

6. Monitoring the Operation of the System
e The number of complaints received should be recorded.
e Aninternal assessment should be undertaken every year to assess the effectiveness of the system.
e Assessment outcomes should be assessed according to the purpose of the scheme. If it does not achieve its

purpose, the system should not continue to be used.

A copy of this policy will be available for the public at the School Office and on the School website.

Signed on behalf of the Chair of Governors:

Date:
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This application form is used to allow individuals access to information held about them on Gwynedd Council’s
CCTV system.

Section 1 — Personal Details

Name
Surname
Date of birth
Address

Post Code
Telephone

Section 2 Proof of identity

To help establish your identity your application must be accompanied by official documents.
For example: copy of birth certificate, driving licence, recent original utility bill.

Also a recent full face photograph of yourself.

Failure to provide this proof of identity may delay your application.

Section 3 Supply of Information

You have the right, subject to certain exceptions, to receive a copy of the information in a permanent form.
Do you wish to:

(a) View the information and receive a permanent copy Yes/No

(b) View the information only Yes/No

Section 4 — Declaration

The information that | have supplied in this application is correct and | am the person to whom it
relates

Signed Date

Section 5 — To Help us Find the Information

Polisi TCC 2021 v8/12 12
Ysgol Botwnnog 2023

@ -




If the information you have requested refers to a specific offence or incident, please complete this Section.

If the information you require relates to a vehicle, property or other type of information, please note below.

Were you: (tick box below)

A person reporting an offence or incident
A witness to an offence or incident

A victim of an offence

o o 0O O

A person accused or convicted of an offence

Other — please explain

Date and time of incident

Place of incident

Brief details of incident

Before returning this form please check:

Have you completed ALL sections?
Have you enclosed the identification documents?
Have you signed and dated the form?

How we use your information

The personal information on the form will be used in order to process your request. It will be processed under data
protection legislation. It will not be shared outside the Council and will be kept for a period of 3 years. For further
information about your rights and details of how to complain, please visit the Privacy page on the website.
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