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[bookmark: _Toc182390484]1. Introduction
This policy outlines the appropriate use, storage, and distribution of images (photos and videos) within Life Skills Manor for Autism. It aims to protect the rights and privacy of students, staff, and parents, while ensuring that images are used safely and responsibly in accordance with the Data Protection Act 2018 and the UK General Data Protection Regulation (GDPR).
[bookmark: _5duvxupyn436][bookmark: _Toc182390485]2. Purpose of the Policy
The purpose of this policy is to:
· Safeguard students, staff, and families by ensuring that images are used in a way that respects their privacy and safety.
· Provide guidelines on the capture, storage, and publication of images.
· Ensure compliance with legal and safeguarding requirements.
[bookmark: _n3mf9cm7iyzx][bookmark: _Toc182390486]3. Scope
This policy applies to all staff, students, visitors, and third-party contractors involved in taking or using images within the school environment or for school-related activities. It includes images captured on school premises, at school events, and for online or printed media use.
[bookmark: _s8kyamal2hit][bookmark: _Toc182390487]4. Consent
· Parental/Guardian Consent: Written consent must be obtained from parents or guardians before photographing or filming students. This includes general permission for use in school communications (e.g., newsletters, social media, website), as well as specific permission for external publication (e.g., local media).
· Staff Consent: Written consent must be obtained from staff members if their images are used for marketing or promotional purposes.
· Student Consent: If a student is 13 years or older, they must give their own consent for image use alongside parental consent.
[bookmark: _7355uq4bi4r][bookmark: _Toc182390488]5. Appropriate Use of Images
Images should only be captured and used for the following purposes:
· Documenting and celebrating school events, student achievements, and activities.
· Use in school communications such as newsletters, prospectuses, websites, and social media.
· Promoting the school in external media (with explicit consent).
· Educational purposes, including class activities, projects, and learning materials.
Restrictions:
· Images of students must not be used for any purpose other than those listed above without further consent.
· Images must not be used for financial or commercial gain.
· Staff and students must not share or distribute images without permission.
· No images should be used that may embarrass or endanger students or staff.
[bookmark: _asjelkew7jbs][bookmark: _Toc182390489]6. Storage and Security
· All digital images must be stored securely on school devices or secure cloud-based systems, and access must be limited to authorised personnel.
· Hard copies of images should be stored in locked cabinets or areas with restricted access.
· Images must not be stored on personal devices or sent through non-secure methods (e.g., unsecured email, messaging apps).
[bookmark: _2mqvv42ok39c][bookmark: _Toc182390490]7. Publication of Images
· Website and Social Media: Images of students used on the school’s website or social media accounts should not include personal information such as full names unless specific consent has been obtained.
· External Media: When images are shared with external media, such as local newspapers or publications, additional consent must be obtained if the student is to be identified.
· Printed Material: Consent must be obtained for images used in printed promotional materials (e.g., school prospectus).
[bookmark: _ghhvxhtsbqd1][bookmark: _Toc182390491]8. Safeguarding
The school will ensure that:
· Images are only taken by authorised individuals and devices.
· Staff members understand their responsibility to ensure that images are appropriate and do not expose students to risk.
· Images of students at risk (e.g., Looked After Children, those with child protection concerns) will not be published without explicit permission from relevant authorities.
· No images will be used or shared that could put a child at risk.
[bookmark: _u6judk7peaes][bookmark: _Toc182390492]9. Usage by Parents and Visitors
· Parents and visitors may take photos or videos during school events (e.g., plays, sports days) for personal use only, and not for publication or sharing online, unless express permission is granted by the school.
· The school reserves the right to restrict photography or videography at certain events.
[bookmark: _6oppn6cb5py5][bookmark: _Toc182390493]10. Breaches of Policy
Any breach of this policy may result in disciplinary action in accordance with the school’s disciplinary procedures, and in some cases, legal action may be taken.
[bookmark: _n60lnh9fs9mc][bookmark: _Toc182390494]11. Policy Review
This policy will be reviewed annually, or sooner if there are changes in legal or regulatory requirements. All staff will be informed of updates and expected to adhere to the latest version of the policy.
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