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1.0 INTRODUCTION

1.1 Purpose of this Code of Practice 

This Code of Practice is to regulate the operation of the closed circuit television (CCTV) system within the Borough of Ashford and the associated control room and to set out the rules to be observed by the Council, its Members, employees, contractors, the Police and any other party or organization involved in the management, operation and administration of the CCTV system.

1.2 Ownership of the CCTV System

The system is owned by Ashford Borough Council and managed by their Business Manager, Environmental Services Directorate.  Their telephone number is Ashford (01233) 331111.

1.3 Contributors to the Code of Practice

This Code of Practice has been prepared in consultation between the Council and the Police. It also takes account of the guidelines proposed by Liberty (formally the National Council for Civil Liberties) and the guidance given in the LGIU model code, ‘CCTV: A watching Brief’

1.4 Future Revision and Consultation

This Code of Practice will be subject to regular reviews, at least annually, as in BS7958 section 4 2.2. All reviews will include consultation with Kent County Constabulary and other interested parties.

1.5 Supplementary Documentation

The Code of Practice will be supplemented by the Ashford Monitoring Centre: Policies, Procedures & Instructions: QMS File No.1.

Each document contains instructions and guidance to ensure the objectives and principles set out in this Code of Practice are achieved.

1.6 Management Structure for the CCTV System

Responsibility for the overall management of the CCTV system is with the Monitoring Centre Business Manager within Environmental Services section of the Community Services Directorate.  The Monitoring Centre Supervisor exercises day-to-day management. There is also a Team Leader directly responsible for the operators and a Service Support Assistant.

2.0 COUNCIL’S AIMS AND OBJECTIVES

2.1 
Objectives

The following are the objectives upon which Ashford Borough Council has decided to introduce the CCTV system for the borough of Ashford:

(i) 
to deter crime;

(ii) 
to assist in the detection of crime;

(iii) 
to reduce the fear of crime;

(iv) 
to improve public protection;

(v)
to improve the safety and security of residents, visitors and the business community who use the facilities in the District;

(vi)
to facilitate the apprehension and prosecution of offenders in both crime and public order offences;

(vii) 
to deter vandalism;

(viii) 
to discourage anti-social behaviour, including alcohol and drug related issues;

(ix)
to deter the dropping of litter; and

(x) to enhance generally the environment and thereby improve the enjoyment of the Borough’s facilities by all who use them.

3.0 CONTROL ROOM MANAGEMENT AND OPERATION

3.1  
General

3.1.1 
Control Room Location

The control room is located in Ashford.

3.1.2 
Hours of Operation

The control room will be operational 24 hours a day all year.

3.1.3 
Staffing of the Control Room

The CCTV control room staff are employed directly by Ashford Borough Council. The control room will be staffed by at least two operators at all times throughout the full operational period. All staff employed by Ashford Borough Council to monitor CCTV are licensed by the SIA (Security Industry Association)

3.1.4 
Control Room Security

CCTV covers the outside perimeter and doors leading to the Control Room. The Control Room doors are fitted with a door access system to restrict unauthorized entry. 

3.1.5 
Administration

The Monitoring Centre  Business Manager and Supervisor will be responsible for ensuring that the control room staff involved in the Ashford Borough Council CCTV scheme adheres to this Code of Practice.  

The Monitoring Centre Supervisor will direct staff to perform the routine administration involved in running the control room, e.g., filing, making telephone calls, and keeping logs and registers up to date.  All essential paperwork in this centre is registered under the Monitoring Centre’s ISO 9000 Quality Management System.  

The Monitoring Centre Business Manager will be responsible for ensuring that all employees of Ashford Borough Council involved in the CCTV scheme adhere to this Code of Practice.

Kent County Constabulary’s Area Commander for the Weald policing area will be responsible for ensuring that all Police Officers and other Kent County Constabulary employees involved in the CCTV scheme adhere to this Code of Practice.

3.2 Control Room Access

3.2.1 Authority for Access

The Head of Environmental Services the Monitoring Centre Business Manager or the “On Call Officer” are authorised to decide on behalf of the Council who has access to the control room, keeping within the guidelines of BS5979: 2000 section 6.2. This will normally be:

1) Personnel of the Council to operate the control room.

2) 
The Resident Police officer who is authorised in a manner agreed between Kent County Constabulary and the Council requiring to view a Digital Video Device (DVD) recording or DVD Discs of a particular incident, or taking written statements from a member of the Council’s staff who viewed a specific incident being investigated, or collecting/returning discs being considered/used for evidential purposes or other specially agreed purpose. Any other Police visits must be by prior authorization, the authorizing officer must be present and accompany the officer at all times while in the centre adhering to BS5979: 2000 section.6.2 as agreed by ACPO 

3)
Maintenance contractors by prior arrangement and must be accompanied.

4)
Any authorised person whose name is shown on form MCF030 (which is attached to the board on the office wall)

5)
Accompanied visitors by prior arrangement with The Head of Environmental Services, the Business Manager or Supervisor.  Staff shall check the identity of all visitors.

3.2.2
Authority for Access by Others

Any request to visit the control room by private companies or individuals will be dealt with by the Environmental Services Manager, Monitoring Centre Business Manager or Supervisor. Only in special circumstances will such permission be granted.  Details of visitors will be written on the board located in the main control room.  No visitor shall be admitted by the staff without the Council’s authority.  The Head of Environmental Services, Monitoring Centre Business Manager or Supervisor should aware of all such visits and make necessary arrangements in line with BS5979: 2000.

3.3
Documentation

3.3.1
Visitors’ Book

A Visitors’ Book will be kept and maintained in the control room which shall record the names of all persons entering the control room, together with times of arrival and departure and reasons for visit. Visitors will be requested to complete the Visitors’ Book on arrival and departure; this is also a signed Declaration of Confidentiality.

3.3.2 Daily Occurrence Book

All Incidents will be recorded and entered into the Daily Occurrence Book by each member of staff and maintained in the control room.  The Daily Occurrence Book shall record all events occurring during the hours of operation.  The log will also act as a record of shift changeover, observations on system performance and faults on the system.

3.3.3 DVD Disc Register

A Digital Disc Register will be kept and maintained in the control room that shall record the location and use of all discs in circulation, storage, on loan, destroyed or disposed of.  The Disc Register will correlate with the Daily Occurrence Book if discs are removed from the control room.

3.3.4 Stills Register

A Stills Register will be kept and maintained in the control room that shall record the production and issue of all Stills. The production of Stills shall be in accordance with Paragraph 7.2 of this Code of Practice.

3.3.5

System Faults and Failures Log

A Fault Log will be kept and maintained in Monitoring Centre, a hard copy will be kept in the Monitoring Centre Business Manager and Supervisors office and also an electronic copy kept and made available to the office based staff, the log will record all equipment failures, including time and date of failure, the time and date the maintenance engineer was notified and date when the fault was corrected. All camera faults will be reported using the correct paperwork (Equipment Fault Report MCF011) In the case of Major System Faults and Failures there will be a correlation with the Daily Occurrence Book.

3.4 Control of the CCTV System

3.4.1 Normal Operation

The control of the CCTV system will remain with Ashford Borough Council.  Staff will be able to allow Kent County Constabulary to monitor the camera views at their control room at Sutton Road, Maidstone.

3.5 Personnel Issues

3.5.1 Screening

Personnel of the Council employed or contracted in the control room in any capacity whatsoever will be subject to suitable screening checks before commencement of their duties in the control room.  

3.5.2 Health

Employees of the Council must conform to health requirements, e.g., eyesight, hearing, colour blindness, and may be required to undergo medical checks to confirm that all health requirements are met.

3.5.3 Confidentiality

All employees engaged in the management and operation of the CCTV system will observe strict confidentiality in respect of all information gained during the course of this work. The disclosure of any such information to any third party (except as may be required by law) without the written consent of the Head of Environmental Services or the Monitoring Centre Business Manager is prohibited.

All employees of the Council involved in any way with the management or operation of the CCTV system shall not discuss with, or disclose to, unauthorized personnel any aspect of their work associated with the operation of the control room.  Any breach will be dealt with as a serious disciplinary matter.

3.5.4 Misuse of the System

The purpose of the cameras is to provide surveillance of public areas only.  Wherever possible, the cameras will be sited and configured to view just public areas and not overlook private dwellings or other areas where privacy is expected. However, it will not always be possible to achieve this and certain cameras may have the capability of viewing private/unwanted locations, e.g., through the zoom facility. The staff operating the CCTV system shall only use the cameras to view public areas and not use the cameras to look into the interior of any premises or any other area where any infringement of privacy may occur. Any such breach of this condition will be dealt with as a serious disciplinary matter.

3.5.5 Requirement to Give Evidence

Monitoring Centre staff will be required to co-operate with the Police and appear in court when requested to give evidence. If disc are used in court as evidence, it may be necessary for staff to give evidence supporting the contents of the digital disc.  Normally, the employee(s) involved would be the person(s) who: -

* monitored the incident;

* loaded the disc;

* removed the disc;

* handled the disc for any reason; and/or

* made copies of the disc.

3.6 Training

3.6.1 
Initial Training

The Council will ensure that all   employees are trained to a proficient level before they are allowed to take up a solo position in the control room.

All staff training will be provided and supervised by persons qualified and experienced in all aspects of the management and operation of the CCTV system and the control room.

All staff training will take place using training courses approved by both Ashford Borough Council and the S.I.A. in accordance with BS 7958:2005. 

Full records of training are kept and will be available for regular audit. 

3.6.2 On-going Training

The Council will ensure that all its employees are provided with regular ‘refresher training’ to ensure that the highest operating and management standards are maintained.  Training records are maintained for each member of staff employed in the control room.

3.7 Kent County Constabulary

3.7.1 Police Organisation

Policing in Ashford is the responsibility of the Chief Constable, with local management being delegated to the Area Commander.

3.7.2 Police Control Room

Kent County Constabulary’s Police Headquarters at Sutton Road, Maidstone currently operates the County’s operational control room. This control room will have a monitor link and Police Radio link into Ashford Borough Council’s control room.

Digital Video Recorders or any other recorders, linked directly to the CCTV scheme, will not be installed at the Police control room. All recordings will be made at the Council control room in Ashford in order to control the security of recordings.

3.7.3 Communication Links

Routine calls relating to the CCTV system from the Council control room to the Police control room and vice versa will be made using the direct dial number.  Emergency calls will be made using the Police radio if available.

3.7.4 Liaison Meetings

Regular liaison meetings will be held between the Council and the police to review the operation of the CCTV system. Meetings will focus on the efficiency and efficacy of the scheme operation adhering to all the SIA protocols and British Standards.

The Council will review regularly the requirement to include other agencies or parties, e.g., commercial traders and local action groups.  These meetings, also would need to sit comfortably with the requirements of the NSI accreditation of this Centre 

4.0 MANAGEMENT OF RECORDED MATERIAL

4.1 General

For the purposes of this code ‘recorded material’ means any images recorded by, or as a result of, technical equipment that forms part of the Monitoring Centre and specifically includes images   recorded digital including still prints.  All images are continuously recorded onto DVD hard drives.

4.2 Ownership of Copyright

All equipment located in the Council control room and all images recorded from the CCTV system and stored on DVDs, or stills will remain the property of Ashford Borough Council.

4.3 Digital Recordings

4.3.1
Images are received by camera and routed to the Control Room via “BT fibre”, “microwave link” or “line of sight” and recorded digitally onto a hard drive system, images are stored for a maximum of 31 days.

Digital Discs

4.3.1 Type of Discs

Only Digital DVD +R discs will be used in the control room for the recording of original data.  The quality of the recordings will be checked each time a discs is used for recording purposes.

4.3.2 Disc Rotation
Discs, which have been used for original recording purposes, will be stored for 28 days or for any period agreed by the Council not exceeding 31 days.   

4.3.3 Security of Discs

The digital discs recorded in the Council control room will be used only by the Council or Kent County Constabulary as per paragraph 3.2.1(2) and others permitted by the Council, and only then in secure conditions, for the following authorized purposes:

(i) Identification of person(s) suspected of criminal or anti-social behaviour;

(ii) Production in a court of law by the Police or other law enforcement agency for evidential purposes;

(iii) Production by the Council for lawful purposes in connection with the Council’s statutory duties;

(iv) For training and promotional purposes subject to the approval by the Council’s Environmental Services Manage, Monitoring Centre Business Manager or Supervisor.  In no circumstances will the data on the discs recorded in the control room be issued, given or sold to any third party by the employees of the Council or the Police without the approval of the Council’s Environmental Services Manager, Monitoring Centre Business Manager or Supervisor.

4.4 Digital Discs Register

Before it first use, each new disc will be given a unique reference number, which will be used throughout the life of the disc.

The location and use of each disc will be recorded in the Digital Disc Register.  The Disc Register will be stored in the Council Control Room.

4.5 Procedure for Handling Disc

4.6.1 
General

An entry in the Daily Occurrence Book will be made each time a disc is handled. This shall include the date, time, and reason for handling the disc.

4.6.2 Installation of Disc for recording purposes 

If the disc is new, the next unique reference number shall be taken from the Digital Disc Register and permanently marked on the discs, before noting the date and time of insertion and reference number in the Digital Disc Register.

If the disc has already been given a unique reference number, the date, time of insertion and reference number shall be noted in the Daily Occurrence Book.

4.6.3 Removal of disc from the Workstation

The date, time, reason for removal and reference number of the disc shall be noted in the Daily Occurrence Book when the disc is removed from the dedicated review/ workstation.

The disc should then be placed in secure storage and retained until it is required for viewing purposes.

4.6.3.1 Withdrawal of Disc from Use 

If it is necessary to withdraw a disc from use to archive it or release it to Kent County Constabulary or other permitted organisation, the date, time, and reason for withdrawal of the disc from circulation shall be noted in the Digital Disc Register and Daily Occurrence Book.  Signature for removal of the disc from the control room should be obtained from the authorised Police Officer at the time of collection.

The disc should be placed in the special evidence label, the label sealed and signed by the member of staff releasing the disc.

Disc will only be seized after they have been viewed by an authorised person.  This is to be done during the normal disc retention period. Approval to seize a disc without viewing, or for later viewing, has to be approved by the Council’s Head of Environmental Services, Monitoring Centre Business Manager or the Monitoring Centre Supervisor, This will only be granted in exceptional circumstances.

4.6.4 Storage of Discs

Digital Disc will be stored in a secure location within the Council control room.

4.6.5 Disposal of Digital Discs

Before disposal, each disc will be shredded using a dedicated machine situated in the control room.

When a disc is disposed of the person disposing the disc shall record this in the Digital Disc Log, noting the date, time and reason for disposal.

4.7 Digital Disc Management

4.11.1 Digital Disc Recorder Daily Inspection

Each working day Monitoring Centre staff will check the recorders to ensure they are all in good working order and that the time and date generator is correctly set and displayed.

The time and date of the checks will be entered by the Duty Operator in the Daily test and inspection Log MCF037.

5.0
PROCEDURES FOR HANDLING INCIDENTS SEEN BY THE MONITORING CENTRE STAFF

5.1 Criminal Activity

5.1.1 Immediate Action

If, during monitoring in the Council control room, Monitoring Centre staff sees an incident that involves, or appears to involve, unlawful or anti-social activity the member of staff will alert the police control room using the Police, Town Radio or dedicated phone line.

Kent County Constabulary will be responsible for all subsequent response and allocation of police resources

5.1.2 Follow-up Action

The member of staff will log the time, date, and details of the incident and the number of the police operator notified in the Daily Occurrence Book.

5.2 Other Notable Activity

5.2.1 Immediate Action

If, during monitoring, Monitoring Centre staff see an incident that does not involve, or appear to involve unlawful activity, but does require Police, other emergency service, or Council action, the member of staff will immediately alert the relevant agency.   The relevant agency will be responsible for deciding what level of response is required.

5.2.2 Follow-up Action

The member of staff will log the time, date, and details of the incident and the name of the police operator notified in the Daily Occurrence Book.

6.0         POLICE USE OF DIGITAL DISCS

6.1 Reason to View Digital Recording

When Kent County Constabulary has reasonable cause to believe that an incident has been recorded, they may ask the Council for permission to view the specified incident on the appropriate recording.  A Police Officer authorised in a manner agreed between the Council and the Police (adhering to the Monitoring Centre’s   NSI accreditation and BS5979 agreed by ACPO) will be permitted to view the recording at the control room on a monitor provided for this purpose.

6.2 Council Action on Receiving a Request to View a CCTV footage

6.2.1     Quarantining Disc

If a Police Officer, authorised in a manner agreed between the Council and the Police, request to view a disc then the Officer must follow the Monitoring Centre protocol adhering to BS5979.  

6.2.2     Release of Disc to the Police

At no time shall the Working Copy Disc supplied to the Police be used for anything other than the purpose specified and identified when the disc was released from the control room.

The responsibility for the Disc’s safekeeping and integrity will transfer to Kent County Constabulary until it is returned to the Council control room.

The Council will not be liable for any mishandling, compromise in security or other misuse of the digital disc whilst in the custody of Kent County Constabulary.

6.3 Use of Disc as Evidence in Court

6.3.1 Continuity of Evidence

For any digital disc to be used as evidence in any court action there must be evidence of continuity of handling of the disc from the time it was first brought into use in the control room to its production in Court as evidence. 

Any disc released from the control room to Kent County Constabulary will be dealt with under existing Property and Exhibit Handling Procedures before leaving the control room. The disc will not be released to Kent Police until a green release form signed by an acting Sergeant or above and a special property number shown on the said form is received by the Monitoring Centre. The disc will be kept secure at all times thereafter and Kent County Constabulary will maintain a log.

6.3.2 Copies of Original Disc

The original data will be retained in the Council control room for a period of no longer than 31 days. There must be no editing, either by cutting or splicing. However, if the production disc is in the possession of the Police they may take working copies of the tape and a copy of the disc for use as disclosure material to the defence. Here again, written statements will be required from the Police Officers as supporting evidence on copying and other handling of the disc. It must be appreciated that solicitors defending someone appearing on the disc will be entitled to a copy of the disc from the Police.  All requests from defence solicitors should be via the Crown Prosecution Service.  

.

6.3.3 Statements by Monitoring Centre Staff 

If a person is monitoring the CCTV system when an incident occurs, what was seen on the monitor may be admissible in court as supporting evidence to the disc’s recording itself. In these circumstances a Police Officer with agreed authorization may attend the control room and obtain a statement from the person who witnessed the incident on the monitor.

The person in the control room who loaded and/or removed the disc will also be required to make a statement for court purposes.

On occasions it may be necessary, for the purposes of best evidence, for the Operator to attend court and give evidence in person.

6.3.4 Handling of Disc after use in Court 

Any release of data to Kent County Constabulary becomes their sole responsibility 

6.3.5 Request to View Discs or Digital Recording by Agencies other than Kent County Constabulary 

If, in exceptional circumstances, the release of a disc is requested by agencies other than Kent County Constabulary, such a release will only be granted on the authority of the head of Environmental Services or Business Manager of Ashford Borough Council.  The procedures for handling and logging the disc shall be as described for the release to Kent County Constabulary.

Any requests from members of the general public to view the content of a CCTV disc will be refused unless this would contravene their rights under the Data Protection Act or similar legislation. They will be advised to contact the police, insurance company or a solicitor for further advice and/or assistance.

If a person wishes to exercise their rights of a subject access, as provided for in Section 7 of the Data Protection Act 1998, they will be required to make the request in writing on a subject access request form, also providing irrefutable proof of their identity. Persons may only request to view footage of themselves and no other person(s) except in the case of a person under 16 years of age when a parent or legal carer may make the request on their behalf.

All requests for subject access will be dealt with by the Head of Environmental Services or the Monitoring Centre Business Manager. Following the requirements of BS7958: 2005 section 8 a written response to the request will be provided within 21 days of receipt, either setting out the steps intended to be taken to comply with the request, or setting out the reasons for refusing the request.

A fee, not exceeding the prescribed maximum (£10) will be levied for the request.  The Council also retains the right to charge an additional fee to cover its legitimate expenditure in fulfilling the request, e.g. disc /still editing.

6.3.6 Release of Video Material for Entertainment Purposes

Under no circumstances will any video material, either in digital disc or still form, be released, either directly or indirectly, to any organisation for use as entertainment or inclusion in any television or other media production designed purely for entertainment purposes.

7.0 PROVISION OF STILLS

7.1 Request for Stills

A Police Officer, authorised in a manner agreed between the Council and Kent County Constabulary, may request the Council to produce still photographs from digital recordings.  The Management Contractor will index such still photographs and record the details in the Stills Register.

7.2 Generation of Stills

All digital still prints will be marked with a unique reference number. This number will be recorded in the Stills register.  Details of the still photographs will be entered in the Stills Register.  This will include date, time, reason for producing and name of the Management Contractor’s employee producing the video still(s) and to whom they were issued.

Monitoring Centre staff will not be permitted to make Stills for any other reason than in response to a request from an authorised Police Officer or APAC (Ashford Partnership Against Crime) unless authorised by the Council’s Monitoring Centre Business Manager or Supervisor.

Unofficial taking or use of such stills will not be permitted and the Council will treat any breach of this requirement as a serious disciplinary issue.

7.3 Handling of Stills

Before any Stills are released a signature of receipt signed by the person authorised to collect the still will be entered into the Stills Register to indicate to whom and who has issued Stills.  An entry shall be made in the Daily Occurrence Book. Any stills images released to APAC (Ashford Partnership Against Crime) shall not be released without a receipt form signed by a designated named person.
Any stills issued to APAC shall only be kept by APAC for a period of 3 months and then returned to the Ashford Monitoring Centre for destruction or re-issue. Ashford Monitoring Centre shall be entitled to a copy of any agreements held with APAC and its members with regard to stills images. All images should be kept in a secure location by all users. Only images of known criminals, convicted criminals or someone stopped with stolen goods etc will be released. APAC shall adhere to the procedure set out by Ashford Monitoring Centre.
Ownership and copyright will remain with Ashford Borough Council.

The Stills shall at no time be used for anything other than the purpose specified when released from the control room. The responsibility for their safekeeping and integrity will transfer to the agency to which they were released. The Council will not be liable for any mishandling, compromise in security or other misuse of the Stills unless retained in their possession.

8.0 COMPLAINTS PROCEDURE

8.1
The operation of the Monitoring Centre CCTV system is subject to the Complaints Procedures laid down by Ashford Borough Council.  A leaflet giving guidance on how to complain and a Complaint Form are available from their offices at Civic Centre, Tannery Lane, Ashford, Kent, TN23 1PL. 

Telephone: Ashford (01233) 331111.  Assistance in completing the form is also available.

8.2
Complaints can be made in person, in writing or by telephone on the above number, but generally the Council will not consider complaints submitted anonymously.

8.3
Assistance with complaints is also available from the Citizens Advice Bureau, or from a District Councilor.

8.4
It may be necessary to investigate a complaint, in which case the complainant will receive a written acknowledgement within five working days and, unless under exceptional circumstances, a full reply within twenty working days. If the complaint cannot be dealt with fully within this timescale a progress report will be sent outlining progress to date and an estimated date of completion.

8.5
An interview with a Senior Council Officer may be arranged.

8.6
If the complainant is not satisfied with the Council’s response they may pursue it further and

 advice will be given on this procedure.

8.7
The following assurances apply to all complaints:

· All complaints will be dealt with confidentially within the District Council.   They will not reveal personal details to an outside party without the complainant’s permission.

· The complaints’ procedure ensures that all complaints are dealt with as quickly and as fairly as possible.

· The service received from the Council will not be affected by the complaint.

· If the complaint is of an extremely serious nature a Senior Officer of the Council will investigate it.

· Another more senior officer will deal with any complaint relating to an individual member of staff.

· The Council will promote awareness among staff of the entitlement of the community to make a complaint and be guided positively and efficiently through the complaints procedure. 

9.0
LEGAL REQUIREMENTS

9.1
All Officers, supervisors and staff of the Ashford Borough Council CCTV Systems are 

Trained in and comply with the following legal requirements 

HUMAN RIGHTS ACT 1998 ARTICLES - Articles 8, 11, and Part 2 Articles 1.

DATA PROTECTION 1998 - SECTION 7

REGULATION OF INVESTIGATORY POWERS ACT 2000 - SECTION 71

            Audits

9.2       An independent audit should be conducted to monitor the scheme. This should include annual 

Reviews of the scheme’s working practices and, where appropriate, recommendations for improvements. Where the scheme operates within the public domain, an independent audit should be conducted before the publication of the annual report. This audit should consider the following:

a) the level of attainment of objectives and procedures;

b) random audits of all logs and the release of information;

c) the review policy;

d) the standard costs for the release or viewing of material;

e) The complaints procedure should be reviewed, with the following details included:

1) the number of complaints received;

2) the time taken to acknowledge and respond to complaints;

3) the method of receiving and handling complaints;

4) the degree of customer satisfaction in handling complaints.

9.3 Annual Report 

An annual report should be prepared for CCTV schemes monitoring public spaces. This report should be made available to the public. The report should include the following details:

a) a description of the scheme and the geographical area(s) of operation;

b) the schemes policy statement;

c) the objective and scope of the scheme;

d) any changes to the operation or management of the CCTV scheme;

e) any changes that have been made to the policy;

f) any proposals to expand re reduce the operation of the scheme;

g) the schemes aims and objectives for the next 12 months.

              The report should also provide details of the schemes achievements during the previous 12

              months, which might be based on information already held by the scheme. The assessment of 

              schemes performance should include:

1) the number of incidents reported by the scheme;

2) the number of incidents reported to the law enforcement agencies and, where appropriate, other bodies, e.g. the local authority; 

3) an assessment of the scheme’s impact on crime levels and types of crime in the area covered by it  

10. 
PROVISION OF PUBLIC INFORMATION 

10.1 
This document is available for inspection at the following locations:

· Council offices in Ashford and Tenterden;

· Police stations in Ashford and Tenterden;

· Public libraries in the Ashford Borough Council area;

· Ashford Borough Council’s web site at: www.ashford.gov.uk

10.2
A leaflet, entitled ‘Ashford Borough Council: Closed Circuit Television’ is also available at the above locations and on written request to 

Ashford Borough Council

Civic Centre

Tannery Lane

Ashford

Kent

TN23 1PL 

or by telephoning Ashford (01233) 331111 

or by emailing: amc@ashford.gov.uk
Signatories:

Signed: _____________________________________________

For and on behalf of Ashford Borough Council

Date: __________________

Signed: _____________________________________________

For and on behalf of Kent County Constabulary

Date: __________________
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