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PURPOSE AND SCOPE 

• These Guidelines outline Saba Comprehensive School's approach to the deployment 

and use of video surveillance cameras on its premises. 

• The video surveillance system is part of the school’s risk management processes 

aimed at enhancing the safety and security of all students, staff, and visitors while 

safeguarding the school’s assets. 

• Security camera footage will be accessible only to authorized personnel. 

1. HOURS OF OPERATION AND LOCATION OF CAMERAS 
The video surveillance system will operate twenty-four hours a day, seven days a week 

throughout the year. 

2. CAMERA PLACEMENT 
• Cameras are installed in public areas such as hallways, large gathering spaces, 

parking lots, and public walkways. 

• Cameras WILL NOT be used to monitor inside school classrooms.  

• Cameras will not be placed in areas where individual privacy is paramount, including 

restrooms, locker rooms, private offices, department offices, conference rooms, and 

staff lounges. 

• The orientation of cameras will not compromise the privacy of individuals in the 

vicinity of the school. 

3. SIGNAGE AND NOTIFICATION  
Signage will be installed to advise students, staff and visitors that surveillance monitoring 

devices are in place. 

Signs will be placed at entry points to the school premises and at other conspicuous 

locations to inform persons that video camera surveillance is in operation. 

4. ACCESS TO, AND USE OF SURVEILLANCE DATA 

• Surveillance data will be accessed when incidents relating to student and/or staff safety 

or criminal activities are suspected. 

• Sound will not be monitored or recorded by the video surveillance system. 

• Use of surveillance data will be limited to the stated purpose and documented 

accordingly. 

• In case of serious incidents, the directeur-bestuurder will seek advice from the police. 

• Only authorized individuals designated by the directeur-bestuurder may view 

surveillance recordings. 

• Law enforcement agencies may be provided with relevant surveillance data upon lawful 

request. 

• Surveillance data will be treated as confidential and will not be released to unauthorized 

individuals or agencies. 
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When the surveillance data is viewed, a written record will be made in the register: 

1. Date and time the surveillance data was viewed. 

2. Name and title of the person(s) who viewed the data. 

3. The reason for viewing the data. 

4. A list of the cameras from which the surveillance data was viewed. 

5. Signed authorization from the directeur-bestuurder. 

6. SURVEILLANCE DATA RETENTION 

• Visual surveillance data will be stored on a DVR Recorder located on the school 

premises.   

• Only the directeur-bestuurder has remote access to the data. 

• ICT Coordinator and Security Officer cannot view data without authorization from the 

directeur-bestuurder. 

• Continuous recording will occur, with existing data over-written after a minimum of 30 

days unless required for a specific investigation. 


