
Dunedin Community House

CCTV Policy
Approved by DCH Governance Board 17 August 2021

Review Schedule: Annual

Purpose of policy
To define the purpose, location and use of CCTV and collected information.

Purpose of CCTV
To improve the safety and security of people and property at Dunedin Community
House.

Location and timing
Cameras will be installed to capture video of the majority of the car park, no audio
will be recorded.

A camera will be installed to capture those coming to and through reception, no
audio will be recorded.

The footage will be captured and recorded 24 hours a day.

Permitted use of footage
Footage may be accessed and shared with investigating parties when:

● A health and safety incident or near miss has occurred and the footage may
be useful.

● A crime has or is alleged to have occurred and the footage may be useful.

● Physical damage has occurred and the footage may be useful.

● There is concern about the security of the premises.

Who is responsible for the CCTV system
The Executive Officer is responsible for video security and CCTV systems. In
particular they will:

Dunedin Community House CCTV Policy - Approved 17 August 2021
Page 1 of 5



● Oversee how it works.

● Be the point of contact for any faults with the system.

● Take responsibility for enquiries regarding the operation of the system and/or
image requests.

● Deal with any problems or issues and help with training.

● The Reception contract holder will also be shown how the system operates so
that they can respond to simple questions from the community.

Who can access CCTV audio, video or images?
Any formal written request by an individual or organisation to view footage related to
them will be referred to the Executive Officer for consideration. Any such request will
be limited by the ease of access to the footage and by the need to protect other
people’s privacy. If a request to view the footage is unable to be granted without
unreasonably breaching others’ privacy, a written description may be provided of
what they are doing in the footage. Any such request must be made within 7 days to
allow action within the 14 day retention period and will be responded to within 20
working days.

The Executive Officer, will allow access only of relevant CCTV footage to:

● Authorised contractors or Board of Governance members of Dunedin
Community House

● Dunedin Community House Legal Representatives

● Contractors working on the CCTV equipment at the request of the Executive
Officer

● New Zealand Police or other public sector agencies when the use or
disclosure is necessary to enable the Police to uphold the law. This includes
enabling them to prevent, detect, investigate, prosecute and punish offences.
The use or disclosure of our CCTV images may be necessary for court or
tribunal proceedings.

● Individuals requesting access under the Privacy Act.

● CCTV maintenance companies will be able to access the CCTV images for
system maintenance purposes at the request of the Executive Officer.
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Storage
CCTV video are securely stored on a local storage device onsite (NVR), which can
only be accessed by approved personnel with secure logon details. The location is
physically locked.

Footage will be held on record for up to 14 days on our CCTV system at which time
they will automatically delete unless they are the subject of an ongoing investigation.

Who will monitor the CCTV cameras?
The cameras will be monitored by the Executive Officer, and any authorised staff at
the approval of the Governance Board. Footage will be viewed in accordance with
the provisions contained in this policy. CCTV images can be accessed remotely
using secure personal logons, at any time.

A monthly function check will be undertaken to ensure that camera and recording is
effective.

Each access to footage will be logged by the electronic system.
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Review
The Executive Officer will be review the following every 12 months considering:

CCTV Purpose: To improve the safety and security of people and property at Dunedin
Community House.

Actions and practices Date
checked

By Date of next
review

Responsibility: There is a named individual who is
responsible for the operation of the system.

Equipment: You have chosen CCTV cameras and other
equipment that are suitable for your purpose (outlined
above) and they are operating properly.

Unintrusive camera locations: The CCTV cameras are not
located in places that intrude on the privacy of individuals
(such as bathrooms, backyards, through windows etc).

Signage: There are visible signs showing that CCTV is in
operation. Where it is not obvious who is responsible for
the system, your name and contact details are displayed
on the signs.

Limits to time when cameras operate: CCTV cameras only
operate when necessary, such as during opening hours or
days and times of the week when crime peaks.

Use and disclosure of CCTV images: You only use or
disclose CCTV footage for the purpose outlined above and
not for any other reason.

Security of CCTV images: Images are transmitted and
stored securely.

Limited retention periods: Recorded CCTV images are
kept for a specified time. This time period must not be
longer than is necessary to achieve your purpose outlined
above.

Access to CCTV images by individuals: Individuals can
access CCTV images of themselves, but you also protect
the privacy of others in the footage.

Log of access: You keep a log of who has accessed your
CCTV footage, including access by individuals and the
Police.

Regular review: You do regular checks to ensure the
system is working properly.
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Guidelines

All care will be taken to check CCTV images are accurate, complete, relevant and
not misleading before they are used.

Information collected on CCTV will only be used for the original purpose they were
collected for.

CCTV images that identify individuals will not be publicly disclosed unless we have
the consent of the individual(s) shown in the footage or have consulted the Police.

The placement of any and all CCTV equipment will not unreasonably intrude on the
privacy of individuals e.g. neighbouring properties, bathrooms or other non-public
areas.

A log of who has accessed CCTV footage, including individuals and the Police, will
be kept.

Signs will be clearly displayed at the property entrances and near the CCTV
cameras to advise that there are CCTV cameras in operation. The signs will read
“Warning Surveillance Camera Operating” or “CCTV in Operation” and information
indicating who the CCTV is owned and operated by, Contact Details for further
information, and the link to the Dunedin Community House website, dch.org.nz,
where this policy will be published. A hard copy of this policy will be stored at
Reception, and kept on our computer system with other Policies and Procedures.

Related Policies and Procedures

● Health and Safety Policy

● DCH Tenant Manual

Relevant guidance

Privacy and CCTV: A guide to the Privacy Act for businesses,
agencies and organisations
privacy.org.nz/publications/guidance-resources/privacy-and-cctv-a-guide-to-the-priva
cy-act-for-businesses-agencies-and-organisations/
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