Ravenscourt Park Preparatory School

Use of Pupil Images policy

Introduction

This policy covers images of pupils at Ravenscourt Park Preparatory School taken via digital
photography and filming. It should be read in conjunction with the policy on the use of
mobile devices and the social media policy.

As part of the Gardener Schools Group (GSG), Ravenscourt Park Prep School
values the importance of celebrating pupil achievements and showcasing the life of
our school through photographs and video. Capturing these moments allows us to
share the joy and accomplishments of our pupils with the school community and
beyond. This statement explains why we use photographs and videos, how they are
used, how we mitigate risks, and what platforms are involved.

Certain uses of images are necessary for the ordinary running of the School; other uses are in
the legitimate interests of the School and its community and unlikely to cause any negative
impact on children. The School is entitled lawfully to process such images and take decisions
about how to use them, subject to any reasonable objections raised.

Parents who accept a place for their child at the School are invited to indicate whether they
agree to the School using images of their child as set out in this policy, and/or from time to
time if a particular use of the pupil's image is requested. However, parents should be aware
of the fact that certain uses of their child's images may be necessary or unavoidable (for
example if they are included incidentally in CCTV or a photograph).

We hope parents will feel able to support the School in using pupil images to celebrate the
achievements of pupils, sporting and academic; to promote the work of the School; and for
important administrative purposes such as identification and security.

Any parent who wishes to limit the use of images of a child for whom they are responsible
should write to the School Office (office@rpps.co.uk). The School will respect the wishes of
parents/carers wherever reasonably possible, and in accordance with this policy.

A record is kept of any child whose parents have withheld consent / limited the use of their
child’s image by the School Office and made accessible to members of staff.

Why We Capture Images
Photographs and videos are taken to:

e Record memorable events, such as school plays, Sports Days, school trips,
and academic achievements.

e Promote the school through printed and digital publications, including our
school prospectus, newsletters, and website.

e Celebrate pupil accomplishments on social media platforms.
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e Create educational and promotional resources to reflect our vibrant school
community.

Where Images Are Used
Photographs and videos may appear in the following:

e Around the school premises (e.g., displays, digital screens).

e School publications, including the prospectus, ParkLife, and event
programmes.

e The school website and the Gardener Schools Group website.

o Official school social media accounts (Instagram, Facebook, YouTube and
LinkedIn).

e Collaborative projects involving other GSG schools.

e Printed adverts (variety of school and local publications).

e Outdoor advertising (train stations, supermarkets, gyms, outdoor banners)

e Online advertising (Right Move and publications which have online profiles,
such as The Good Schools Guide, Tatler etc.)

Risk Mitigation
To protect pupils and their families, we have implemented the following
safeguards:

e Images are carefully selected to ensure they are appropriate and respectful.

e Personal details or full names of children will not be used alongside
photographs or videos, except in rare cases where explicit, additional
consent is sought from parents.

e Access to images stored on internal systems is restricted to authorised staff
only.

e Closed social media accounts are set up to prevent undue access to location
and identify of children when on school trips.

Social Media Transparency

Our school’s social media accounts are publicly accessible, allowing families,
alumni, and prospective families to engage with our content. While this increases
our reach, it also means that images shared online may be seen and reshared by a
wider audience.

Third-Party Sharing
Occasionally, images may be shared with third parties for purposes such as local or
national press coverage, school partnerships, or collaborative events involving
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other GSG schools. Where your child’s image is used outside of the social media
channels, prospectus and RPPS website, we will contact you to notify you of the
publication and channel.

Parent Consent

At the time of enrolment, parents and carers are asked to provide consent for the
use of photographs and videos of their child. Parents may withdraw consent at any
time by contacting the school office.

Use of Pupil Images in School Publications

Unless a parent has requested otherwise, the School will use images of its pupils to keep the
school community updated on the activities of the School, and for marketing and promotional
purposes, including:

e oninternal displays within the school premises;

e in communications with the school community (parents, pupils, staff, Governors and
alumni) including by email and by post;

e on the School's website and, where appropriate, via the School's social media
channels, e.g. Twitter, Instagram and Facebook. No published images will ever
disclose a student’s full name. Any text accompanying photographs will describe
the context of the activity, rather than naming the pupils involved.

e in online, press and other external advertisements for the School. Such external
advertising would not include pupil's names other than in exceptional circumstances
where the School will seek the parent’s specific consent in advance of publication.

e The source of these images will predominantly be the School's staff (who are subject
to policies and rules in how and when to take such images), or a professional
photographer used for marketing and promotional purposes, or occasionally pupils.
The School will only use images of pupils in suitable dress and the images will be
stored securely on the School’s network.
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Use of Pupil Images for Identification and Security

All pupils are photographed within the first few weeks of the start of the new academic year,
individually and as a class with their Class Teacher. These photographs identify the pupil by
name, class and year group. Individual images of pupils are uploaded to the School’s
Management Information System to assist with identification by members of staff.

CCTVisin use on the school premises and will sometimes capture images of pupils. Images
captured on the School’'s CCTV system are used in accordance with the Privacy Notice and
CCTV policy.

Use of Pupil Images in the Media

Where practicably possible, the School will always notify parents in advance when the media
is expected to attend an event or school activity in which school pupils are participating, and
will make every reasonable effort to ensure that any pupil whose parent or carer has refused
permission for images of that pupil, or themselves, to be made in these circumstances are not
photographed or filmed by the media, nor such images provided for media purposes.

The media often asks for the names of the relevant pupils to go alongside the images, and
these will be provided where parents have been informed about the media's visit and they
have consented as appropriate.

Security of Pupil Images

Professional photographers and the media are accompanied at all times by a member of staff
when on school premises. The School uses only reputable professional photographers and
makes every effort to ensure that any images of pupils are held by them securely, responsibly
and in accordance with the School's instructions.

The School takes appropriate technical and organisational security measures to ensure that
images of pupils held by the School are kept securely on school systems, and protected from
loss or misuse.

All staff are given guidance on this Policy and on the importance of ensuring that images of
pupils are made and used responsibly, only for school purposes, and in accordance with
school policies and the law.

Compliance with Data Protection Laws
1. Data Protection and GDPR Compliance

Ravenscourt Park Preparatory School is committed to complying with all relevant data
protection laws, including the General Data Protection Regulation (GDPR) and the Data
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Protection Act 2018. The School recognises that personal data, including pupil images, must
be handled in a lawful, fair, and transparent manner. This section outlines how pupil images
are managed in accordance with these legal requirements.

2. Lawful Basis for Processing

Under GDPR, the processing of personal data, including images of pupils, must be based on
one or more lawful bases.

The School processes pupil images based on the following lawful bases:

Consent: We obtain explicit consent from parents or guardians for the use of images in
certain circumstances, such as for promotional materials or external media. Consent is sought
through consent forms or online mechanisms, and parents have the right to withdraw their
consent at any time.

Legitimate Interests: The School may process images where it is in the legitimate interests
of the School to do so, provided that these interests are not overridden by the rights and
freedoms of the pupils. This includes using images for educational purposes, identification,
and internal communications.

Legal Obligation: In some cases, the processing of pupil images may be necessary to comply
with legal obligations or regulatory requirements.

3. Data Collection and Use

Purpose Limitation: Images of pupils are collected and used for specific, legitimate
purposes, such as documenting school activities, celebrating achievements, and enhancing
the School’s promotional efforts. Images will not be used for purposes beyond those stated
at the time of collection.

Data Minimisation: Only images that are necessary for the intended purpose will be
collected. We ensure that images do not include excessive personal data beyond what is
required.

4. Data Security

Storage: Pupil images are stored securely on the School’'s network and are protected by
appropriate technical and organisational measures to prevent unauthorised access, loss, or
misuse.

Access Controls: Access to images is restricted to authorised personnel only. Staff members
are trained on the importance of data protection and are aware of their responsibilities in
handling pupil images.
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Data Breach Notification: In the event of a data breach involving pupil images, the School
will follow its Data Breach Response Procedure. This includes notifying the relevant
authorities and affected individuals if the breach poses a risk to their rights and freedoms.

5. Data Retention and Disposal

Retention Period: Pupil images are retained only for as long as necessary to fulfil the purpose
for which they were collected. The School reviews and updates its retention policy regularly
to ensure compliance with legal and regulatory requirements.

Secure Disposal: When images are no longer needed, they are disposed of securely to
prevent any unauthorised access or retrieval. This includes deleting digital files and
shredding physical copies.

6. Rights of Individuals

Access and Correction: Parents and guardians have the right to request access to and
correction of any images of their child held by the School. Requests should be made in writing
to the School Office.

Withdrawal of Consent: Parents may withdraw their consent for the use of their child’s
images at any time. The School will act on such requests promptly and will ensure that the
images are no longer used for the specified purposes.

7. Policy Review

The School’s compliance with data protection laws, including GDPR, is reviewed regularly.
This policy will be updated as necessary to reflect changes in legislation or School practices.

For any questions or concerns regarding the handling of pupil images or data protection,
please contact the School Office at office@rpps.co.uk.

Author: Headmaster

Written: September 2020

Reviewed: September 2026 By: Deputy Head- Sam Challenor
Next review: September 2027
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