
 
 
 
 
 
 
 
 
 

DIRECTORATE OF LIFELONG LEARNING AND 
LEISURE  

 
 
 
 
 
 

PHOTOGRAPHY POLICY FOR SCHOOLS 
AND 

LEISURE CENTRES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 2 

CONTENTS 
 
 
 

    
   Page Number 
 
 
Foreword  2 
 
Introduction  3 
 
The School  3 
 
The Family  4 
 
The Leisure  4 
 
Principles  4 
 

Protocol  4 
 
Practice  6 
 
Mobile Phones    6 
 
Leisure Centres   7 
 
Photographs for Administrative Purposes  8 
 
CCTV   8 
 
Photographic Images for Websites, Project Displays 
and other publications  9 
 
Data Protection: Good Practice  10 
 
Appendices: 
 

1. Model statement for the School Prospectus 
2. Model Letter to Parents/Carers and Proforma 
3. Model Letter to Parents/Carers – use of evolving technology 
4. Model Letter to Staff Members  - evolving technology 



 3 

 
 
 

 
 
 

DIRECTORATE OF LIFELONG LEARNING AND LEISURE 
 

PHOTOGRAPHY POLICY  
 

Foreword 
 

This policy is written in response to concerns expressed at the practicalities of 
putting the previous version (October 2006) into practice.  In so doing it 
simplifies matters, and provides a balance between a common sense, positive 
approach and the need to secure safeguards for pupils and staff alike. 
 
It recognises that which is common ground between schools and Leisure 
Centres and that which is specific and distinct between them. 
 
 
 
 
 
A Keep 
Corporate Director 
Lifelong Learning and Leisure 
 
 
 
 
 
 
 
 
 
 
September 2007  
 
 
 
 
 
 
 
 
 
 
 
 



 4 

 
1. Introduction 
 
1.1 Schooling is not just a preparation for the adult life to come: it is an 

important part of life itself.  As such, it has long been the practice of 
schools, parents, guardians and pupils to record and secure those 
special moments in the pupils’ school lives at work and play, in and out 
of School or Leisure Centre.  Such records have been and continue to 
be a rich source of memorabilia.  

 
1.2 This policy aims to balance the aspirations of schools and parents in 

this respect and, at the same time, safeguard pupils and staff from 
exploitation, the misuse of images, and in certain particular 
circumstances, the identity of certain individual pupils. 

 
1.3 For the purpose of this policy, the use of the terms “images” or 

photographs refers to still, video and electronic photography.  
 
2. The School 
 
2.1   Schools may wish to record special moments in the Academic year 

such as class assemblies, concerts, musicals, festivals and sporting 
events, and publicise the same in the media. 

 
2.2 Schools may wish to include photographs of pupils at work and play in 

their prospectus and website. 
 
2.3 Many schools would wish to provide the opportunity for annual 

individual, group, class and team photographs taken by an official and 
professional photographer. 

 
2.4 Most school foyers and corridors display photographs of pupils who 

have gained or achieved school, county or national honours such as 
caps at netball or rugby.  Similarly Head boy and Head girl, prefects or 
School Council Members may be exhibited.  

 
2.5 Most school policies encourage pupils own use of photographic 

equipment, either through lessons in IT, practising ICT skills across the 
curriculum or as an extra-curricular activity.  

 
2.6 The safeguarding of pupils now extends to CCTV cameras for site 

security and video recording of pupil behaviour on school transport.  
 
2.7 The school will recognise and support those parents who have reasons 

to prevent their child’s image being recorded: eg a parent in a refuge 
seeking protection and anonymity from the other partner and wishing to 
safeguard the identity of the child for child protection/safety reasons.  
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3. The Family 
 
3.1 It is recognised that there is a natural desire on the part of parents, 

carers, extended family and friends to record milestones in a pupil’s 
school career.  Parental/Carer support and attendance is to be 
expected at special assemblies, Christmas and Summer concerts, 
sportsday and other special events.  The taking of photographs on 
these occasions is very much the norm. 

 
4. The Leisure Centre 
 
4.1 Leisure Centres in Monmouthshire provide dual usage for both primary 

and secondary pupils during the school day, and for the public at 
certain times which may or may not overlap that of pupils. 

 
4.2 Specific issues for Leisure Centres Managers and staff are addressed 

below.  
 
5. Principles 
 
5.1 A successful policy is one that is effective in practice by virtue of its 

simplicity and ease of process whilst adhering to its aim of 
safeguarding pupils and staff from exploitation and where necessary 
the protection of identify. 
 

5.2 It should be able to address issues for both the smallest primary and 
the largest secondary school. 

 
5.3 It should allow individual schools to adopt as a whole but within the 

policy allow individual prescription for individual school need: ie schools 
may wish to operate their own protocols allowing control of 
photography under their specific conditions, whilst at the same time 
recognising the rights and needs of a minority of parents/carers and 
their child/ren and the safeguarding of all pupils.  

 
5.4 It is deemed unworkable to obtain permission of parent/carer for each 

and every event.    
 
6. Protocol   
 
6.1 Written consent and signature of parent will be required, rather than an 

assumption of consent by virtue of a negative response. 
 
6.2 Parental/carer consent will remain valid whilst the child remains in 

school, and after the child has left (e.g. the child’s photograph may 
remain in school prospectus until next print run). 

 
6.3 A nil response will be deemed as a negative response. 
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6.4 Due regard to the policy will be given in the school prospectus (and 
website). (See Appendix 1 for model statement). 

 
6.5 The school may wish to ensure company photographers used for 

official photographs are Enhanced Criminal Bureau (ECRB) checked, 
subject to the Data Protection Act and supervised on site.  

 
6.6 All relevant staff i.e. teaching and support staff should sign that they 

have received a copy of this policy. 
 
6.7 Parents/carers should be reminded periodically that they have given 

consent to photographs and have the right of withdrawal of that 
consent.  

 
6.8 All images and photographs about the school should reflect and 

represent diversity, gender, race and disability (see also however 6.13 
below). 

 
6.9 Parents should be given specific notice of events to which they may 

wish to withdraw their general consent eg their pupil photographed 
alongside a Member of Parliament (MP). 

 
6.10 Parents will be informed in writing that they will not be in breach of the 

Data Protection Act as long as images they have recorded are for 
private use. 

 
Parents will be informed that putting images recorded on the internet 
will therefore be a breach of the Act. 
 

6.11 Schools will ensure that parents/carers do not film events in place of an 
official photographer and then sell to raise school funds which would be 
in breach of the Act because the images they take are in addition to 
their own use. 

 
6.12 It is deemed appropriate that a major school event, involving possibly a 

large number of pupils should be recorded for posterity.  Common 
sense dictates that ways and means might be found to balance the 
needs of a small minority, who have genuine concerns, that will require 
addressing; wherever possible practical ways of addressing the matter, 
in the interests of all parties, should be found.  

 
6.13 Staff will show respect and understanding for pupils whose cultural 

background and beliefs and practice might be compromised if 
photographs or recordings were to be taken during certain school 
activities.  

 
6.14 Photographs taken for official school use are covered by the Data 

Protection Act and pupils should be advised why they are being taken.  
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7. The Practice 
 
7.1 Unacceptable in Schools 
 

Photographs/recordings of pupils in: 
 
(i) Physical Education (PE) and swimming changing areas. 
(ii) Drama changing areas. 
(iii) Any area where the pupil might be inappropriately attired or in a 

state of undress. 
 
7.2 Unacceptable in Schools/Swimming Pools 
 

Photographs/recording pupils in: 
 
(i) Informal poses with no educational purpose, without the written 

permission of headteacher or senior management., e.g. whilst 
photographing pupils informally with a backdrop of an historic 
site is acceptable, asking a pupil to pose in what might be 
interpreted as a provocative or salacious manner, is entirely 
unacceptable. 

(ii) By mobile phone. 
 
7.3 Acceptable in Schools 
 

o Photography/recording pupils in a controlled environment when  
 ever possible.  

o Appropriate attire. 
o Challenging photography deemed inappropriate or suspicious at  

the time, be it by a pupil/parent/staff member or member of the 
public and report the same to senior management or Headteacher. 

o Meeting the needs of the minority by taking the photograph/ 
recording at a rehearsal whereby the child for whom permission is 
not granted does not participate for one rehearsal. 

o    Setting aside an area at the back of the hall where parents are  
allowed to take photographs and thereby cause least disturbance to 
the performance. 

o The Headteacher or Senior Management Team making a  
statement at the start of the event (e.g. concert) to the effect that 
whilst recording the event is appropriate, putting images on the 
Internet would constitute a breach of the Data Protection Act. 

o Making reference in the school’s Behaviour Policy to school trips  
and the use/misuse of photography and images.  

 
8. Mobile Phones 
 
8.1 The use of mobile camera phones, by pupils in schools is cause for 

concern, if the equipment is used inappropriately.  The potential for this 
evolving technology to be used as part of unwelcome activities at 
school is proving real and quite worrying.  
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8.2 There are numerous examples of both staff and pupils being exploited 

by text or photograph.  Bullying of a pupil by another pupil or pupils is 
in itself being photographed and shared.  

 
8.3 Such incidents need to be dealt with by both staff and pupil disciplinary 

procedures and such policies should be updated to refer to examples 
of unacceptable behaviour in any list of offences.  

 
8.4 Whilst some schools have banned mobile telephones from their 

premises, other schools take the view that they may be brought to 
schools, for pupils’ security needs when off the premises, provided they 
are switched off during the school day. 

 
8.5 This policy recommends that: 

 
o Staff safeguard pupils by being alert to pupils taking and producing  

inappropriate images of fellow pupils by banning their use as a 
camera or recording device on the school premises.  

o Staff in schools and leisure centres are fully briefed and trained in  
how to approach pupils (and in leisure centres – adults) who are 
using mobile telephones for this purpose (see Appendix 3). 

o Headteachers should provide parents with an explanatory letter if a  
mobile phone has been confiscated and the reason given. 

o Staff should be alert to the inappropriate use of mobile telephones  
                 by other staff. 

o    Staff should refrain from taking photographs of pupils on their  
personal mobile telephone unless provided with the written 
permission of the headteacher.  

o Staff must be alert to the fact that they must safeguard themselves  
from false allegations of pupils by exercising common sense in their 
use of such devices by conforming to this policy.  
 

9. Leisure Centres 
 
9.1 Signage should be in place in all areas outlined in 9.5 below referring 

to a total ban on photography in such areas. 
 
9.2 Leisure centre staff should be trained in how to approach person or 

persons suspected of taking photographs in banned areas; (See 
Appendix 3 & 4) and which may require a referral to the Police or 
Social Services.   

 
9.3 Official photographers at events should wear the normal site security 

badge. 
 
9.4       CCTV site security cameras will be indicated by signs in relevant 

areas. 
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9.5 Unacceptable in Leisure Centres (and Schools) 

 
The taking of photographs in  
 
(i) all changing areas; 
(ii) swimming pools; 
(iii) health suites; 
(iv) sauna areas 
(v) sun bed areas 
(vi) fitness suites and gymnasia; 
(vii) toilet areas 
(viii) aerobic and fitness areas 
(ix) crèche facilities. 

 
All the above require signage to that effect.  
 

9.6 Private Parties at Leisure Centres 
 

Private parties, such as birthdays, which require the hire of a room or 
rooms, will need the hirer to sign to the effect that parents and 
guardians are aware that photographs will be taken during the event by 
the hirer or other helpers. 
 

9.7 The hiring of a swimming pool or similar does not over-ride the ban on 
photography/recordings in swimming pools or similar areas. 

 
10 Photographs for Administrative Purpose 

 
Parental consent is not required before taking photographs for school 
or leisure centre administration services, eg for School trips or Leisure 
Centre information management systems.  As long as the images are 
not used for other purposes, the School or Leisure Centre staff will be 
acting lawfully in processing them.  If Schools or Leisure Centres have 
a contract where the contractor has access to the information 
management database and puts data on disks, so that “photo cards” 
can be produced, the contract should state whether it has been 
decided to give the contractor personal data held electronically by the 
School or Leisure Centre for processing.  The contract must tell the 
contractor to comply with the principles of the Data Protection Act.  
Advice about the wording of data protection clauses for such contracts 
may be obtained from the Council’s Internal Audit Section.  
 

11 CCTV 
 

Where Schools and Leisure Centres have installed Closed Circuit 
Television (CCTV) for security purposes and to monitor behaviour, this 
type of monitoring comes under general monitoring and since it is not 
directed at any one person, would not be considered “direct 
surveillance”.  Parents should be informed if this type of general 
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monitoring takes place.  Also the area in which you are using CCTV 
must be well sign posted so that people know that it is there before 
they enter that area.    
 

12 Photographic Images for Websites, Project Displays and other 
Publications 
 
The Child Protection in Sport Unit (CPSU), a partnership between the 
National Society for the Prevention of Cruelty to Children (NSPCC), 
Sport England, Sports Councils for Wales and Northern Ireland, Sport 
Scotland and Children 1st, have raised concerns about the risks posed 
to children and young people through the use of photographs on 
websites and other publications.  Photographs can be used as a 
means of identifying children or young people when they are 
accompanied with personal information.  Also the content of the photo 
could be used or adapted for inappropriate use.  Consideration is 
needed about the type of images and information used to ensure that 
children and young people are not being put at risk.  Headteachers and 
managers must be aware of the potential risks and take appropriate 
steps to reduce the potential for misuse of images.  
 
Headteachers and managers must ensure that all staff are aware of the 
following procedures when using images for websites and publications. 
 

o If a photograph is used, do not use the name of the child or 
young person, unless you have obtained express parental 
permission (See Appendix 2 – Consent Form). 

o Only use images of the child or young person in suitable dress. 
o Do not allow unsupervised access to children or young people 

or one to one photo sessions at events. 
 

Headteachers and leisure centre managers must ensure that guidance 
is provided for all staff regarding incidents that would warrant a referral 
to the police or Children’s Services Division, Social and Housing 
Services in relation to any Child Protection issues that may arise out of 
the operation of this policy.  

 
 
13. Data Protection: Good Practice Guidance taken from the 
 Information Commissioner 

 
Recommended Good Practice 
 
“The Data Protection Act is unlikely to apply in many cases where 
photographs are taken in schools and other educational institutions.   
Fear of breaching the Act should not be wrongly used to stop people 
taking photographs or videos”. 
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Examples: 
 
Personal Use 
 

o A parent takes a photograph of a child and some friends taking 
part in the school sports day to be put in the family album.  
These images are for personal use and the Data Protection act 
does not apply. 

o Grandparents are invited to the school nativity and wish to video 
it.  These images are for personal use and the Data Protection 
Act does not apply. 
 

Official School Use 
 

o Photographs of pupils are taken for building passes.  These 
images are likely to be stored electronically with other personal 
data and the terms of the Act apply. 

o A small group of pupils are photographed during a science 
lesson and the photo is to be used in the school prospectus.  
This is unlikely to be personal data and the Act would not apply.  
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Appendix 1 
 

MODEL STATEMENT FOR THE SCHOOL PROSPECTUS; 
STILL, VIDEO AND ELECTRONIC PHOTOGRAPHY 

 
There will be many occasions during your son/daughter’s school career when 
you would wish to record and secure special moments in their journey through 
school. 
 
The school itself may also wish to record special events and activities, provide 
official school, class, team and individual photographs, recognise success and 
honours on display board and promote the school and its pupils on its 
website, and in its prospectus.  Pupils themselves may wish to enjoy hands 
on photographic experience in certain lessons and extra curricular activities. 
 
In order to meet the needs of parents/carers and staff in this respect, on the 
one hand, and on the other safeguard pupils from possible misuse of 
photographic material, the school has a photographic policy.  This policy is 
approved by the Governing Body and sets out protocols for the use of 
photography, occasions and areas of the school when and where 
photography should not take place, and it also seeks to safeguard the 
interests of a minority of parents who seek for very good reason, anonymity 
for their son/daughter and which requires a school to set parameters on 
particular occasions. 
 
On admission to the school, you will receive a letter outlining the various 
activities engaged in by the school, where photographs will be taken.  You will 
be invited to give permission for your child to be photographed at all those 
special events both by the school, other parents and the press. 
 
If you have particular concern, you are invited to share them with the school 
so that the school can address and accommodate your particular needs.  
 
Please note a separate letter will also inform you of the school’s process for 
dealing with camera mobile phones: the inappropriate use of which can be 
upsetting and humiliating for the subjects of such photographs – both pupils 
and staff. 
 
A copy of the school’s policy or photography is available on request.  
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         Appendix 2  
 

Model Letter to Parents/Carers 
 
Dear Parent/Carer, 
 
STILL, VIDEO AND ELECTRONIC PHOTOGRAPHY  
 
There are many occasions during a pupil’s time in school when both school 
and family would wish to record events for posterity eg: 
 

o Concerts, musicals, festivals, sporting events. 
o School, County and National honours. 
o Visits from the media profiling high status events, and visiting 

dignitaries. 
o Updating the school prospectus and website. 
o Photography by pupils for Information Communication Technology 

(ICT) use or extra curricular activities such as film clubs. 
 
For all the above activities, the school will not include personal details, email 
or postal addresses of pupils and or telephone or fax numbers in any of our 
displays or images. 
 
All the activities referred to above are well established practices in schools, 
and the Data Protection Act is unlikely to apply in many cases where 
photographs are taken in school or other institutions. 
 
Nevertheless, common sense suggests that the school obtains permission of 
parents and carers to take photographs and videos in order to ensure 
compliance. 
 
In returning the approval slip provided below, you are giving approval for the 
school and other families to photograph memorable moments in the life of the 
school. 
 
In so doing, you would wish to know that reference is made to the schools 
policy on photography in the school prospectus that the Governing Body have 
approved.  The Policy lays down clear guidance on protocols to be followed 
by the school in order to safeguard the interests of pupils and staff. 
 
The policy also recognises that some parents have reason to wish to preserve 
the anonymity of their child and to such an extent that special arrangements 
may need to be put in place to safeguard their interests.  The school would 
wish to comply with any special concerns you may have in this respect and 
the proforma provides for that issue.  Please let us know. 
 
A copy of the school’s full policy is available on request. 
 
Parental consent will remain valid whilst a pupil remains at the school and 
after a child has left (e.g. until a prospectus is redrafted).  However 
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parents/carers will be reminded periodically, that they have the right to 
withdraw that consent.  
 
Yours faithfully,  
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       Appendix 2 (continued) 
 

PROFORMA 
 

THE USE OF PHOTOGRAPHY IN SCHOOLS 
 

Name of Child:      Class: 
 
Please tick one section (A or B ) 

 

  () 

 
 

A 

 
 
I give permission for school and/or parents to take 
photographs: 
 

o At school events; 
o For school displays, prospectus and websites; 
o For official annual individual, class and team 

photograph. 
 
I understand no personal details will accompany any 
photograph without my specific approval e.g. for a press 
release highlighting a significant individual achievement.  

 

 
B 

 
I do not give permission for photographs of my child in all 
instances.  I would wish to state my concerns so that the 
school can accommodate my wishes.   
 

 

   
 

 

Signed (Parent/Carer): …………………………………………………………… 
 
Date: …………………………………………………………………………………. 



 16 

         Appendix 3 
 
         Date 
 
Dear Parent/Carer, 
 

Child & Staff Protection in Relation to Evolving Technology Used in 
Mobile Phones, Ipaq’s and Palmtop Computers, MP3 Players and Digital 

Cameras 
 

Working Together to Protect – Safeguarding Children 
 

1. It is necessary to seek your cooperation in relation to the use of the 
above equipment particularly when school based staff have reasonable 
cause to believe that such equipment may have been used 
inappropriately. 

 
2. The potential for this evolving technology to be used as part of a variety 

of unwelcome activities at school is proving real and quite worrying. 
 
3. Current legislation makes it an offence for anyone to possess, view or 

reproduce images (by any means) that might be considered 
indecent/pornographic.  Many of the current mobile phones etc have 
the potential to allow a pupil to enter, inadvertently, this legal minefield. 

 
Pupils could easily place themselves and others in a position of risk 
together with the additional threat of prosecution. 
 

4. We would seek your cooperation in making your children aware of 
these risks and to outline the procedure (below) that will be 
followed by school based staff to deal with such matters should 
they arise.  

 
5. If any school based staff has reasonable cause to believe that any one 

of these devices has been used inappropriately and/or may contain 
inappropriate images etc then your son or daughter will be asked to 
surrender the equipment for safe keeping.  The police and 
parents/carers will be informed of this action.  Once the police have 
verified/confirmed the legal status of the material in question 
appropriate steps will be taken to: 

 
 Please ensure your child understands the following sequence of 

events – if applicable 
 

1) Staff member has reasonable cause to believe equipment has 
been used inappropriately or contains inappropriate material. 

 
2) Pupil will be asked to deposit the equipment in an envelope for 

safe keeping. 
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3) Police will be contacted. 
 

4) Parents/carers informed of this course of action 
 

5) Police will give appropriate advice. 
 

6) Parents/carers notified of this advice – by Police or school as 
appropriate. 

 
7) Equipment returned to parent by Police or school as appropriate. 

 
It is important to note that various protocols apply in regard to the 
viewing/interrogation of such equipment – these will have to be 
followed and consequently time delays may occur before the 
equipment concerned is returned to the owner. 
 
The need for this communication has arisen as a result of various 
concerning scenarios, involving the use of such equipment entering the 
child protection arena. 
 
Yours sincerely 
 
 
Headteacher 
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Appendix 4 
 

Dear Colleague,  
 

Re: Child and Staff Protection in Relation to Evolving Technology used 
in Mobile Phones, Ipaq’s and Palmtop Computers, MP3 Players and  

Digital Cameras 
 

Working Together to Protect – Safeguarding Children 
 
 

If any school based staff has reasonable cause to believe that any one of 
these devices has been used inappropriately and/or may contain 
inappropriate images etc., then the pupil will be asked to surrender the 
equipment for safe keeping.  The Police and parents/carers will be informed of 
this action.  Once the Police have verified/confirmed the legal status of the 
material in question, appropriate steps will be taken to: 
 
(a) return the phone to the parent/carer; and 
(b) surrender the equipment to the Police who will then assume 

responsibility for managing the alleged offence – using relevant 
legislation. 

 
Please ensure you understand the following sequence of events – if 
applicable 
 
1) Staff member has reasonable cause to believe equipment has been 

used inappropriately or contains inappropriate material. 
2) Pupil will be asked to deposit the equipment in an envelope for safe 

keeping. 
3) Police will be contacted. 
4) Parents informed of this course of action. 
5) Police will give appropriate advice. 
6) Parents notified of this advice – by Police or school as appropriate. 
7) Equipment returned to parent by Police or school as appropriate. 
 
It is important to note that various protocols apply in regard to the 
viewing/interrogation of such equipment – these will have to be followed and 
consequently time delays may occur before the equipment concerned is 
returned to the owner. 
 
The need for this communication has arisen as a result of various concerning 
scenarios, involving the use of such equipment entering the child protection 
arena. 
 
Yours sincerely 
 
 
Headteacher 
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