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1. Introduction 
 

1.1 Office Space In Town Limited (“OSIT”), has installed a CCTV surveillance 
system “the CCTV system” across its UK centres. This policy details the 
purpose, use and management of the CCTV system and details the procedures 
to be followed in order to ensure that the centres comply with relevant legislation 
and the current Information Commissioner’s Office Code of Practice. 

 
1.2 We believe that CCTV has a legitimate role to play in helping to maintain a safe 

and secure environment for all our staff and visitors. However, we recognise 
that this may raise concerns about the effect on individuals and their privacy. 
This policy is intended to address such concerns. Images recorded by 
surveillance systems are personal data which must be processed in accordance 
with data protection laws. We are committed to complying with our legal 
obligations and ensuring that the legal rights of staff, relating to their personal 
data, are recognised and respected. 

 
1.3 OSIT will have regard to the Data Protection Act 2018, the General Data 

Protection Regulation (GDPR) and any subsequent data protection legislation, 
and to the Protection of Freedoms Act 2012 and the Human Rights Act 1998. 
Although OSIT is not a relevant public authority, it will also have due regard to 
the Surveillance Camera Code of Practice, issued under the Protection of 
Freedoms Act 2012, and in particular the 12 guiding principles contained 
therein. 

 
1.4 This policy is based upon guidance issued by the Information Commissioner’s 

Office, ‘In the picture: A data protection code of practice for surveillance cameras 
and personal information’ (“the Information Commissioner’s Guidance”). 
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2. CCTV System overview 
 

2.1 The CCTV system is owned by OSIT whose registered office is 10 Canberra 
House, Corbygate Business Park, Corby, Northamptonshire, NN17 5JG and is 
operated by the group company which runs each centre and the centre’s 
employees and management team. 

 

2.2 Under the GDPR, OSIT is the ‘data controller’ for the images produced by the 
CCTV system. As such, OSIT is registered with the Information 
Commissioner’s Office and the registration number is ZA008183. The CCTV 
system operates to meet the requirements of the Data Protection Act 2018, the 
GDPR and the Information Commissioner’s Guidance including the ICO’s 
Surveillance Camera Code. 

 
2.3 Tracey Holloway (th@theoffice-uk.co.uk), OSIT’s Data Protection Officer 

(Castle Court, 6 Cathedral Road, Cardiff, CF11 9LJ), is responsible for ensuring 
that the CCCTV system complies with all relevant laws in England. 

 
 

 
2.4 Signs are placed in all reception area to inform staff, visitors and other members 

of the public that CCTV is in operation. 

 
2.5 OSIT’s Data Protection Officer is responsible for ensuring that adequate signage 

is in place to comply with the ICO’s CCTV Code of Practice. 

 
2.6 The cameras may be sited internally and externally to the buildings to cover 

such areas as are needed to protect our clients and other visitors to our 
buildings. 

 
2.7 The CCTV system is operational and is capable of recording images and being 

monitored for 24 hours a day, every day of the year. 

mailto:th@theoffice-uk.co.uk
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3. Purposes of the CCTV system 
 

3.1 The principal purposes of the CCTV system are as follows: 
- for the prevention, reduction, detection and investigation of crime and other 

incidents; 
- to ensure the safety of staff, and visitors. 
- to support law enforcement bodies in the prevention, detection and prosecution 

of crime; and 
- to assist in day-to-day management, including ensuring the health and safety of 

staff and others. 
 

3.2 The CCTV system will be used to observe the areas under surveillance in order to 
identify incidents requiring a response. Any response should be proportionate to 
the incident being witnessed. 

 

3.3 OSIT seeks to operate its CCTV system in a manner that is consistent with the 
need to maintain an individual’s privacy. 
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4. Monitoring and Recording 
 

4.1 Images are recorded locally on a network video recorder located in a secure room. 
Each room is capable of being secured. 

 
4.2 The cameras installed provide images that are of suitable quality for the specified 

purposes for which they are installed and all cameras are checked daily to ensure 
that the images remain fit for purpose and that the date and time stamp recorded 
on the images is accurate. 

 
 
 

4.3 All images recorded by the CCTV System remain the property and copyright of 
OSIT and are held and erased in accordance with our retention policy at 
paragraph 5 of this Policy below. 

 
4.4 The monitoring of staff activities will be carried out in accordance with Part 3 of the 

Employment Practices Code. 

 
4.5 In order to ensure that the rights of individuals recorded by the CCTV system are 

protected, we will ensure that data gathered from CCTV cameras is stored in a 
way that maintains its integrity and security. This may include encrypting the data, 
where it is possible to do so. 

 
4.6 If we engage data processors to process data on our behalf, we will ensure 

reasonable contractual safeguards are in place to protect the security and integrity 
of the data. 

 
4.7 Camera locations are chosen to minimise viewing of spaces not relevant to the 

legitimate purpose of the monitoring. As far as practically possible, CCTV 
cameras will not focus on areas where an individual’s privacy is most likely to be 
compromised. 

 
4.8 We will ensure that live feeds from cameras and recorded images are only viewed 

by approved members of staff whose role requires them to have access to such 
data. Recorded images will only be viewed in secure offices. 
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5. Retention & Erasure of CCTV Images 
 

5.1 Data recorded by the CCTV system will be stored securely. Data 
from CCTV cameras will not be retained indefinitely but will be permanently deleted 
once there is no reason to retain the recorded information. Exactly how long 
images will be retained for will vary according to the purpose for which they are 
being recorded. In most cases, recorded images will be kept for no longer than 90 
days. 

 
5.2 At the end of their useful life, all images stored in whatever format will be erased 

permanently and securely. Any physical matter such as tapes or discs will be 
disposed of as confidential waste. Any still photographs and hard copy prints will 
be disposed of as confidential waste. 



 

 

 
 

 

6. Compliance with Data Protection 
Legislation 

 

6.1 In its administration of its CCTV system, OSIT complies with the Data 
Protection Act 2018. Due regard is given to the data protection principles 
embodied in the Data Protection Act. These principles require that 
personal data shall be: 

 
a) processed fairly and lawfully; 

 
b) held only for specified purposes and not used or disclosed in 

any way incompatible with those purposes; 
 

c) adequate, relevant and not excessive; 
 

d) accurate and kept up to date; 
 

e) be kept no longer than necessary for the particular purpose; 
 

f) processed in accordance with the rights of individuals; 
 

g) kept secure; and 
 

h) not be transferred outside the European Economic Area unless the 
recipient country ensures an adequate level of protection. 

 

6.2 From 25 May 2018, OSIT also complies with the General Data Protection 
Regulation. Due regard will be given to the data protection principles 
contained within Article 5 of the GDPR which provide that personal data 
shall be: 

 

a) processed lawfully, fairly and in a transparent manner; 
 

b) collected for specified, explicit and legitimate purposes and not further 
processed in a manner that is incompatible with those purposes; 

 

c) adequate, relevant and limited to what is necessary in relation to the 
purposes for which they are processed; 

 

d) accurate and, where necessary, kept up to date; 

 
e) kept in a form which permits identification of the data subjects for no 

longer than is necessary for the purposes for which the personal data 
are processed; and 

f) processed in a manner that ensures appropriate security of the 
personal data, including protection against unauthorized or unlawful 
processing and against accidental loss, destruction or damage, using 
appropriate technical or organizational measures. 



 

 

 
 
 

 

7. Applications for disclosure of images 
 

Applications by individual data subjects for recorded images 
 

7.1 Requests by individual data subjects for images relating to themselves 
which are known as a “Subject Access Request” should be submitted in 
writing to OSIT’s Governance and Information Compliance Team together 
with proof of identification. 

 
7.2 In order to locate the images on the centre’s CCTV system, sufficient 

detail must be provided by the data subject in order to allow the relevant 
images to be located and the data subject to be identified. 

 
7.3 Where OSIT is unable to comply with a Subject Access Request without 

disclosing the personal data of another individual who is identified or 
identifiable from that information, it is not obliged to comply with the 
request unless satisfied that the other individual has provided their 
express consent to the disclosure or if it is reasonable, having regard to 
the circumstances, to comply without the consent of the individual. 

 

7.3 OSIT must normally provide copies of the requested images within 30 
days of the Subject Access Request. 



 

 

 
 
 
 

 

8. Access to and disclosure of images to 
third parties 

 

8.1 A request for images made by a third party should be made in writing to 
OSIT’s Data Protection Officer. 

 
8.2 In limited circumstances it may be appropriate to disclose images to a 

third party, such as when a disclosure is required by law, in relation to 
the prevention or detection of crime or in other circumstances where an 
exemption applies under relevant legislation. 

 

8.3 Such disclosures will be made at the discretion of the OSIT’s Data 
Protection Officer (contact details at paragraph 2.3 above), with 
reference to relevant legislation and where necessary, following advice 
from other OSIT staff and managers. 

 
8.6 A record of any disclosure made under this policy will be held on the 

CCTV management system, itemising the date, time, camera, 
requestor, authoriser and reason for the disclosure. 



 

 

 
 

9. Complaints 

9.1 If any individual has questions about this Policy or any concerns 

about our use of CCTV, then they should address them to OSIT’s Data 

Protection Officer (contact details at paragraph 2.3 above) 



 

 

 
 
 
 

10. Requests to Prevent Processing 
 

10.1 We recognise that, in rare circumstances, individuals may have a legal right to 

object to processing and in certain circumstances to prevent automated 

decision making (see Articles 21 and 22 of the GDPR). For further 

information regarding this, please contact OSIT’s Data Protection Officer. 


