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1.0 INTRODUCTION / SUMMARY OF POLICY

This policy defines a structure to meet the legal requirements to permit the
operation of CCTV within Muckamore Abbey Hospital and to ensure
compliance with Data Protection legislation and Human Rights Obligations.

This Policy has been developed in line with human rights considerations.
Where possible the least restrictive measures have been identified which aim
to comply with the human rights of patients with a learning disability, carers
and staff. The use of CCTV within Muckamore Abbey Hospital has been
limited to locations where there is an identified high level of need and where it
is justified and proportionate to contribute to patient, staff and visitor safety.

The policy has been developed in line with human rights considerations.
CCTV will only be used to contribute to patient, staff and visitor safety and to
ensure care is safe, effective and compassionate. CCTV will be located in
communal and public areas with clear signage and managed and monitored
robustly. Usage of CCTV will be aligned to human rights obligations in that
usage will be proportionate and for legitimate reasons.

The CCTV is located within communal and public areas such as main access
corridors and lounge/day areas within the wards, Moyola day care and
swimming pool. CCTV is not located in any bedrooms or bathrooms.

The fact that CCTV is recording is signposted in all areas to ensure its use is
open, transparent and is not covert.

The objectives of this policy are to ensure that the Trust complies with current
legislation and that staff, patients and visitors are aware of:

Who has the responsibility for managing CCTV schemes

e How decisions are made regarding the need for a CCTV scheme.
How CCTV schemes are monitored to ensure they adhere to national
guidance.

What standards need to be achieved to ensure schemes are valid
What the footage is used foR.

11 Background
Muckamore Abbey Hospital provides an assessment and treatment service
for adults with a Learning Disability on a regional basis, which includes a
regional low secure learning disability forensic service. Due to the complex
needs, behaviours that challenge and associated mental health issues of
patients there are a high number of adult safeguarding referrals for
investigation.

During previous investigations it had proven difficult to establish clear and
concise facts as many of the patients have communication difficulties and at
the time of the incident may have lacked understanding or have an ability to
participate in an investigation. In many cases, staff witness reports had helped
but the investigation process had been slow and at times inconclusive.

All incidents which meet the appropriate criteria are referred to the P.S.N.I.
The use of CCTV within the hospital wards, Moyola daycare and swimming
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pool which covers communal areas (excluding bathrooms and bedrooms)
aims to enhance the investigation process, provide more objective evidence
to the P.S.N.I. and the Learning Disability Adult Safeguarding Team, providing
the opportunity for a timely and accurate response to any alleged incident. Its
use is open and transparent with notices displayed alerting all those in the
vicinity to its presence. An easy read format of such notices is available in
each facility for those with a learning disability. An Information leaflet
regarding presence and use of CCTV is available for families/relatives and
carers.

Footage from the CCTV system will be used as part of the investigatory
processes by the Adult Safeguarding team.

The principle of the use of CCTV within Muckamore Abbey Hospital has been
supported by the P.S.N.I., P.P.U., RQIA, HSCB and the Learning Disability
Adult Safeguarding Team as well as the patients, staff and families/carers.

The introduction of CCTV within Muckamore Abbey Hospital was to support
the effective investigation of Adults at risk or Harm or Adults in Need of
Protection referrals, thereby enhancing the protection of those with a learning
disability, staff and visitors.

The CCTV system within Muckamore Abbey Hospital is viewed by an
independent team of Contemporaneous Viewers, most of whom are employed
from outside BHSCT and all have previous relevant employment backgrounds
such as safeguarding. This team view a randomly chosen selection of CCTV
footage recordings on a weekly basis. The team will provide feedback to the
Senior Management team within the hospital (Appendix 5 Contemporaneous
Viewing Feedback Form) to increase assurance, and highlight areas of good
practice as well as any areas for concern. Each Feedback Form completed by
the Contemporaneous Viewers is reviewed at a Quality Assurance Meeting by
the Hospital Management Team and the Adult Safeguarding team in
partnership, a Quality Assurance Outcome Form (Appendix 6) is completed.
The feedback from the contemporaneous viewers will be fed back and
reported in the weekly Safety Report. Feedback is provided to staff teams.

Although the CCTV system is in place to support assurance that care is safe,
effective and compassionate, it is does not diminish the role of ward
managers and management team who are responsible for the standards of
care on the wards. The managers who are on the floor will continue to work
with staff and address issues as they arise for the benefit of the patients and
not rely on CCTV viewing feedback days or weeks after the event. ‘Closed
circuit television (CCTV) should not be regarded as a substitute for proper
recruitment procedures, training, management and support of care staff, or for
ensuring that numbers of staff are sufficient to meet the needs of users of
services.’ (House of Commons Library, 2018)

1.2 Purpose
The purpose of this policy is to:

e Contribute to providing assurance that patients residing within the hospital
are being cared for in a safe, compassionate way and that the level of
care required for each is of the highest possible standard.

MAH Governance Committee_ The Use of Close Circuit Television (CCTV) within Muckamore Abbey Hospital
_V3_February 2022 Page 3 of 22



Provide opportunity for learning and changes to patient support based on
feedback from the Contemporaneous Viewers.

Assist with investigations related to Adult Safeguarding Issues

Ensure that the use of CCTV adheres to the principles of data protection
legislation.

That any CCTV system is not abused or misused.

That CCTV is correctly and efficiently installed and operated.

This policy should be read in conjunction with the following statement:

All Belfast Health and Social Care Trust employees have a statutory duty
to safeguard and promote the welfare of vulnerable adults by.

Being alert to the possibility of abuse and neglect of a patient
through their observation of abuse, or by professional judgement made as
a result of information gathered about the vulnerable adult.

Knowing how to deal with a disclosure or allegation of adult abuse.

Undertaking Adults at risk or Harm or Adults in Need of Protection training
as appropriate for their role and keeping themselves updated in relation
to Safeguarding.

Being aware of and adhering to the local policies and procedures they
need to follow if they have an Adults at risk or Harm or Adults in Need of
Protection concern.

Ensuring appropriate advice and support is accessed either from
managers, Designated Adult Protection Officers or the Learning Disability
Adult Safeguarding Team.

Participating in multi-agency working to protect the vulnerable
adult (if appropriate to role).

Ensuring contemporaneous records are kept at all times and record
keeping is in strict adherence to Regional Safeguarding Policy and Belfast
Health and Social Care Trust policy and procedures and professional
regulators guidelines'. Roles, responsibilities and accountabilities, will
differ depending on the post held within the organisation.

1.3 Objectives
This policy aims to provide assurance,

That the use of Closed Circuit TV (CCTV) adheres to the principles of the
Data Protection Act 2018, Human Rights Act 1998, Regulation of
Investigatory Powers Acts 2000 and other relevant legislation. That any
CCTV system is not misused or abused.

That CCTV is correctly and efficiently installed and operated.

That any CCTV system enhances the feelings of safety provided to those
with a learning disability, staff and carers.

That the care provided to patients within the hospital is safe,
compassionate and of the highest standard.
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This policy should be read in conjunction with the following Trust
policies:-

e Data Protection Act Policy

e Information Governance Policy

e Adults at risk or Harm or Adults in Need of Protection Records
Management Policy

Access to Records Policy

Retention and Disposal Schedule
Adverse Incident Policy

Disciplinary Policy

Whistle Blowing Policy

Complaints Policy Grievance Procedure
Zero Tolerance Approach Policy

Throughout this policy it is intended, as far as is reasonably possible to
balance the objectives of the CCTV System with the need to protect the rights
of patients, staff and visitors. Every effort has been made throughout the
policy to indicate that a formal structure has been put in place to ensure that
the policy is being complied with. Where it is not, a complaint can be made in
accordance with the Trust's Complaints Procedure as set out in section 4.

2.0 SCOPE OF THE POLICY

e The policy applies to all employees of Belfast Health and Social Care Trust
working within Muckamore Abbey Hospital and other persons who may,
from time to time, and for whatever purpose, be present on that site.

e This policy is applicable to all staff working for, or with, Belfast Health and
Social Care Trust who record, handle, store or view Muckamore Abbey
patient information.

The direct management of access to the CCTV cameras on Muckamore
Abbey Hospital site will be the responsibility of,

e Learning Disability Adult Safeguarding Team

e Medical Chair of Division and Clinical Director

e The Hospital Senior Team including. Hospital Service Manager and
Operations Managers

e Co -Director- Learning Disability Services

Other personnel who may require access to view or remove specific images
from the CCTV system will be the PSNI (where a decision has been reached
at an appropriate level) that this is warranted in pursuit of an Adults at risk or
Harm or Adults in Need of Protection Incident.

An appointed Contemporaneous CCTV team will have access to the CCTV
viewing as part of the quality and assurance processes.

Viewing permissions of CCTV images may also be extended to appointed
external individuals as part of an SAl or other investigation related to an
Adults at risk or Harm or Adults in Need of Protection Incident.
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Viewing permissions of CCTV images may also be extended to professional

experts including clinical experts and MAPA trainers/co-ordinators to identify
positive behaviour, to assist with clinical assessments and to identify practice
issues for training and development purposes.

3.0 ROLES AND RESPONSIBILITIES

This CCTV System will be the responsibility of Belfast Health and Social Care
Trust.

The Hospital Senior Team will be responsible for the day to day management
of the system on behalf of the Trust. It will be required,;

e To ensure compliance with this Policy.

e To ensure that the operating procedures for this system are complied with
at all times.

e To ensure that the purposes and objectives of this system are not
exceeded in line with Human Rights obligations.

e To notify all persons on the Muckamore Abbey Hospital Site where CCTV
is installed that a CCTV scheme is in operation.

e To respond to subject access requests of any images captured under the
terms of the Data Protection legislation

e To provide copies of this Policy when required to do so.

e To ensure that this CCTV system has appropriate signage to inform
people entering and leaving buildings that CCTV is in operation.

e To register the CCTV System with the ICO Office.

e To ensure that appropriate information is contained within the Welcome
Pack for patients and their carers on the operation of the CCTV System
within the wards, Daycare and Swimming Pool Areas. An easy read
version of this is available for those with a learning disability as well as an
information leaflet for families/relatives and carers.

e To ensure that all staff both existing and new are inducted on the
implementation of the CCTV System within their working environment.

e To ensure CCTV screens cannot be seen by individuals who are not
authorised to do so.

Personal Data Guardian for Learning Disability Services

The Belfast Trust's Personal Data Guardian has a strategic role for the
management of patient information. The Personal Data Guardian’s key
responsibilities are to oversee how staff use personal health information and
ensure that service users’ rights to confidentiality are respected.

Information Asset Owner for Learning Disability Services

The role of the Trust's Information Asset Owner is to understand what
information is held, what is added and what is removed, how information is
moved, and who has access and why. As a result, they are able to
understand and address risks to the information, and ensure that information
is fully used within the law for the public good, and provide written input to the
SIRO annually on the security and use of their asset. This role is undertaken
by Co-Directors within the Belfast Trust.
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Data Protection Officer for Learning Disability Services

The Belfast Trust's Data Protection Officer has legal obligations for
compliance in respect of the handling of personal data in line with the Data
Protection Act 2018.

The Hospital Service Manager

The hospital service manager will hold overall responsibility for the CCTV
system. They will monitor the use of the system and ensure that it is
functioning correctly alongside the following responsibilities

e Ensure compliance with this policy

e Ensure that the operating procedures for the system are complied with at
all times

e Ensure the purposes and objectives of the policy are being met

e Ensure that all persons on Muckamore Abbey Site are aware that CCTV
is installed and is in operation through appropriate and accessible signag.

e Ensure that all CCTV recording and viewing equipment are secure and
can only be accessed by authorised people

Maintenance Contractor

Belfast Health and Social Care Trust have a contract in place for the
maintenance and upkeep of the CCTV system within Muckamore Abbey
Hospital. When the renewal of this contract comes around a tendering
exercise will take place within the Trust’s tendering processes in a timely
manner to ensure that service is not disrupted.

4.0 CONSULTATION

TILLI Group (Hospital Patient Council)

Muckamore Abbey Hospital Staff — clinical and non-clinical
Director of Adult Social and Primary Care

Co-Director of Learning Disability Services

Service Improvement and Governance Manager
Hospital Services Manager

Clinical Director of Hospital Learning Disability Services
Trust Data Protection Office

Belfast Trust Adult Safeguarding Team

PSNI/PPU

Hospital Advocacy Services

Trade Unions

Parents/Relatives/Carers

5.0 POLICY STATEMENT/IMPLEMENTATION

5.1 Policy Principles
5.1.1 Ownership & Operation of CCTV Schemes

The following principles will govern the operation of CCTV in Muckamore
Abbey Hospital:
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5.1.2

5.1.3

e The system will be operated fairly and lawfully and only for the defined
purposes set out in Section 1.2 (purpose).

e The CCTV system will be operated with due regard for the privacy of all
individuals at all times and mindful of obligations under Article 8 of the
Human Rights Act 1998. (Article 8 states that privacy must not be
interfered with unless in limited circumstances).

e Any change to the purposes for which the system is operated will require
the prior approval of the Chief Executive or a nominated officer specifically
nominated by the Personal Data Guardian for the Trust.

e Any operational or process changes to the system will be discussed and
agreed with staff side organisations.

Data Protection and Legislation

Belfast Health and Social Care Trust will include this scheme within the
annual ‘Notification’ process required by the Data Protection Act 2018 and
GDPR Guidance.

The scheme will operate in accordance with guidelines published, from time to
time, by the Information Commissioner,

The Trust will adhere to the following guidelines as recommended by the
Information Commissioner’s Office

e Managers operating such schemes within premises they manage will be
responsible for overseeing that monitoring of all images are done so in
accordance with this policy and that suitable operation, backup, retention,
destruction and maintenance of all storage media is conducted in
accordance with the written operational procedures (see Appendix 2).

e Cameras will not be hidden from view and appropriate steps must be
taken, e.g. by signing and displaying posters, to inform the public of the
presence of the system and its ownership at all times.

e Images from the cameras are appropriately recorded in accordance with
existing operational procedures (see Appendix 2).

e There is no sound recording undertaken from any part of the system.

Article 8 of the Human Rights Act 1998 protects everyone'’s right to respect for
private life, family life, home and correspondence (letters, telephone calls and
emails, for example). There shall be no interference by a public authority with
the exercise of this right except such as is in accordance with the law and is
necessary in a democratic society in the interests of national security, public
safety or the economic well-being of the country, for the prevention of disorder
or crime, for the protection of health or morals, or for the protection of the
rights and freedoms of others.

Subject Access

Individuals or their authorised representative wishing to access images from
the system or formal subject access requests specifically relating to CCTV
must contact the Belfast Trust Data Protection Officer. The Data Protection
Officer / Hospital Senior Team will complete the ‘CCTV Viewing Record Form
(see Appendix 3) and file for a period of 3 years.
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514

5.1.5

5.2

5.3

Where it has been established that images should be viewed or released as a
result of a subject access request, the Data Protection Officer or in their
absence, the Hospital Senior Team, will permit access to the images
monitored by the system either in hard copy format or by informal viewing.
Such access can only be by these people and to the person or persons
identified by the Data Protection Officer.

The Hospital Senior Team will follow the procedures set out in (Appendix 5) in
respect of accessing, storage, retention and disposal of any CCTV Footage.

Breaches of this Policy

The Belfast Trust will investigate any alleged breaches of this policy, using
appropriate mechanisms that may include the Adverse Incident Policy or
Disciplinary procedure.

A major purpose of this scheme is to protect those with a learning disability,

staff and visitors, it should be noted that intentional or reckless interference

with any part of any monitoring equipment, including cameras/monitor/back-
up media, may be considered a criminal offence.

Complaints Procedure

Grievances or complaints regarding the operation of any Belfast Health and
Social Care Trust's CCTV system may be progressed through the Trust's
Complaints Procedure or Grievance Procedures.

Dissemination
List the groups of staff for whom this policy has relevance includes the list
below but is not exhaustive.

TILLI Group (Hospital Patient Council)

Muckamore Abbey Hospital Staff — clinical and non-clinical
Director of Adult Social and Primary Care

Co-Director Learning Disability Services

Divisional Nurse Learning Disability Services

Senior Governance and Quality Manager

Governance Manager and Quality Manager

Hospital Services Manager

Chair of Division/Clinical Director of Hospital Learning Disability Services
Trust Data Protection Officer

Belfast Trust and LD Adult Safeguarding Team

PSNI/PPU

Hospital Advocacy Services

Trade Unions

Parents/Relatives/Carers

Resources
e Training
e Guidance on the requirements of the law on Data Protection will be given
to staff who are required to manage and work with the CCTV systems
o Staff will be fully briefed and trained in respect of all functions, both
operational and administrative relating to CCTV control operation.
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6.0

7.0

8.0

9.0

e Training by camera installers will also be provided as appropriate.
e Mandatory Equality Rights Training provided by the BHSCT.

Exceptions

The purpose of the policy is outlined in section 1.2, the system may not be
used outside of this list unless consultation has happened with staff, patients
and families.

MONITORING AND REVIEW

This Policy, its operation and the operation of this CCTV system will be
reviewed annually by the Trust's Hospital Senior Team providing an Annual
report to the Information Governance Committee.

EVIDENCE BASE / REFERENCES

Information Commissioner's CCTV Code of Practice

APPENDICES

Appendix 1 CCTV Registers

Appendix 2 Operational Procedures for the Control and use of CCTV in
Muckamore Abbey Hospital

Appendix 3 Access Log

Appendix 4 CCTYV Viewing Record Form

Appendix 5 Receipt for Copied USB taken for evidential purposes

NURSING AND MIDWIFERY STUDENTS

Nursing and/or Midwifery students on pre-registration education programmes,
approved under relevant 2018/2019 NMC education standards, must be given
the opportunity to have experience of and become proficient in The Use of
Close Circuit Television (CCTV) within Muckamore Abbey Hospital where
required by the student’'s programme. This experience must be under the
appropriate supervision of a registered nurse, registered midwife or registered
health and social care professional who is adequately experienced in this skill
and who will be accountable for determining the required level of direct or
indirect supervision and responsible for signing/countersigning
documentation.

Direct and indirect supervision

e Direct supervision means that the supervising registered nurse,
registered midwife or registered health and social care professional is
actually present and works alongside the student when they are
undertaking a delegated role or activity.

e Indirect supervision occurs when the registered nurse, registered
midwife or registered health and social care professional does not
directly observe the student undertaking a delegated role or activity.
(NIPEC, 2020)
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This policy has been developed in accordance with the above statement.

Wording within this section must not be removed.

10.0 EQUALITY IMPACT ASSESSMENT

The Trust has legal responsibilities in terms of equality (Section 75 of the
Northern Ireland Act 1998), disability discrimination and human rights to
undertake a screening exercise to ascertain if the policy has potential impact
and if it must be subject to a full impact assessment. The process is the
responsibility of the Policy Author. The template to be complete by the Policy
Author and guidance are available on the Trust Intranet or via this link.

All policies (apart from those regionally adopted) must complete the template
and submit with a copy of the policy to the Equality & Planning Team via the
generic email address equalityscreenings@belfasttrust.hscni.net

The outcome of the equality screening for the policy is:
Major impact ]
Minor impact ]
No impact ]

Wording within this section must not be removed

11.0 DATA PROTECTION IMPACT ASSESSMENT

New activities involving collecting and using personal data can result in
privacy risks. In line with requirements of the General Data Protection
Regulation and the Data Protection Act 2018 the Trust considers the impact
on the privacy of individuals and ways to militate against any risks. A
screening exercise must be carried out by the Policy Author to ascertain if the
policy must be subject to a full assessment. Guidance is available on the
Trust Intranet or via this link.

If a full impact assessment is required, the Policy Author must carry out the
process. They can contact colleagues in the Information Governance
Department for advice on Tel: 028 950 46576

Completed Data Protection Impact Assessment forms must be returned to the
Equality & Planning Team via the generic email address
equalityscreenings@belfasttrust.hscni.net

The outcome of the Data Protection Impact Assessment screening for
the policy is:

Not necessary — no personal data involved []
A full data protection impact assessment is required ]
A full data protection impact assessment is not required [_]

Wording within this section must not be removed.
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12.0 RURAL NEEDS IMPACT ASSESSMENT

The Trust has a legal responsibility to have due regard to rural needs when
developing, adopting, implementing or revising policies, and when designing
and delivering public services. A screening exercise should be carried out by
the Policy Author to ascertain if the policy must be subject to a full
assessment. Guidance is available on the Trust Intranet or via this link.

I a full assessment is required the Policy Author must complete the shortened
rural needs assessment template on the Trust Intranet. Each Directorate has
a Rural Needs Champion who can provide support/assistance.

Completed Rural Impact Assessment forms must be returned to the Equality
& Planning Team via the generic email address
equalityscreenings@belfasttrust.hscni.net

Wording within this section must not be removed.

13.0 REASONABLE ADJUSTMENT ASSESSMENT

Under the Disability Discrimination Act 1995 (as amended) (DDA), all staff/
service providers have a duty to make Reasonable Adjustments to any barrier
a person with a disability faces when accessing or using goods, facilities and
services, in order to remove or reduce such barriers. E.g. physical access,
communicating with people who have a disability, producing information such
as leaflets or letters in accessible alternative formats. E.g. easy read, braille,
or audio or being flexible regarding appointments. This is a non-delegable
duty.

The policy has been developed in accordance with the Trust's legal duty to
consider the need to make reasonable adjustments under the DDA.

Wording within this section must not be removed.
SIGNATORIES

(Policy — Guidance should be signed off by the author of the policy and the identified
responsible director).

01/02/2022
Date:

Policy Author

01/02/2022

Date:

Director
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Appendix 1

OPERATIONAL PROCEDURES FOR THE CONTROL AND
USE OF CCTV in Muckamore Abbey Hospital.

This should be read in conjunction with CCTV policy and
* The Information Commissioner's Code of Practice (CCTV)
* The following operational procedures

Standards

« Cameras must always be operated so that they will only capture the
images relevant to the purpose for which the particular scheme has been
established and approved.

« Cameras and recording equipment should be properly maintained in
accordance with manufacturer’s guidance to ensure that clear images are
recorded.

« Cameras should be protected from vandalism in order to ensure that they
remain in good working order.

« If a camera/equipment is damaged or faulty there should be a separate local
procedure for,

« Defining the individual(s) responsible for ensuring the camera is fixed.

« Ensuring the camera/equipment is fixed within a specific time period.

« Monitoring and overseeing the quality of the maintenance work.

» Cameras should not be allowed/altered to view any areas outside current
locations which have been agreed.

Operators

« All staff involved in the handling of the CCTV equipment, both directly
employed and contracted, will be made aware of the sensitivity of handling
CCTV images and recordings.

Maintenance

+ A comprehensive maintenance log will be kept which records all
adjustments/alterations/servicing/non-availability of all individual schemes

+ Any hard drives on which images have been recorded will be replaced
when it has become apparent that the quality of images has deteriorated.

- If the system records location/time/date these will be periodically checked
(at least weekly) for accuracy and adjusted accordingly. In the case of
alterations due to ‘British Summer Time’, the system should as a matter of
course be checked for accuracy.

Procedures for Processing Subject Access Requests

Subjects who wish to access Belfast Health and Social Care Trust information
recorded on CCTV systems must contact the Trust's Data Protection Officer
and must state the nature of their relationship with the Trust (for example
employee, former employee, service user, visitor, contractor). Any member of
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staff receiving such a request must forward it immediately to the Data
Protection Officer.

Access

+ In the event that CCTV footage records an incident to be subject to further
investigation, or is subject to a data subject access request, a copy of the
images in question shall be provided to the Data Protection Officer for
preservation.

+ The Hospital Senior Team should be aware of the procedures for granting
subject access requests to recorded images or the viewing capabilities of
CCTV schemes (as per the CCTV Policy). All such requests (in the first
instance) should be notified immediately to the Data Protection Officer in
writing.

+ Access to the recorded images should be restricted to a manager or
designated member of staff approved by Hospital Senior Team/IAQ. Ali
accessing or viewing of recorded images should only occur within a
restricted area and other employees should not be allowed to have access
to that area or the images when a viewing is taking place. A purpose
designed room for viewing is established within the main administration
building and has had additional security added to it. A safe is located in this
same viewing suite for any imagery which has had to be downloaded and
requires to be retained.

+ The justification for any disclosure must be recorded in the ‘Access Log’
(Appendix 3)which is available within the viewing suite room

This particular CCTV system works on an equivalent 90-day activity hard drive,
which is then set to overwrite itself. All cameras operate on a motion sensored
basis, i.e. images will only be captured where actual activity is taking place.

MAH Governance Committee_ The Use of Close Circuit Television (CCTV) within Muckamore Abbey Hospital
_V3_February 2022 Page 14 of 22



Appendix 2

CCTV Viewing Request Form

(this form to be used whenever CCTV footage is viewed)

Current Date: | Current Time:

Incident being reviewed:

Ward/Department:

Date & Time:

Cameras:

Next Step:

Person Present: (print full name)

Job Title:

Signature

Person Present: (print full name)

Job Title:

Signature

One copy of this form to be retained by ASG Team and One Copy left
with Senior Management Admin
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Appendix 3

Receipt for copied DVD taken for evidential purposes
(1 x copy to person requesting and 1 x copy retained )

| acknowledge receipt of copied DVD Number .............. To be solely for evidential
purposes only.

Brief Details of Information being handed over:-

Full name of person handing DVD over:- (Print) .................cooooviiiniiii i,

Signature of person handing DVD over:- (Signature) .................................

Job title of person handing DVD over:- (Job title) ......................cco..o. .

Full name of person receiving DVD:- (Print) ...............ccoviiiiiiiiiie e,

Signature of person receiving DVD:- (Signature) .............c..coovvviveivninnnn..,

Job title of person receiving DVD:- (Job title) ................cocoiiiiiiiieiieiinnnn.

DVD Reference Number (unit initials and sequential number) ........................

Crime Reference Number (Police) ...................cooiiiiiiiiiiin,

Note:- This form must be stored securely.
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Appendix 4

Procedure for Hospital Senior Management Team to Access CCTV
Footage

Following a notification to and approval from the BHSCT Data Protection
Office, the following procedure will be followed when access and download
of CCTV footage is required.

Access and Download:

The CCTYV viewing record form (Appendix 3) must be completed in full by
a member of the Hospital Management Team. The required footage will
then be downloaded on to a Trust encrypted Iron Key. Passwords for
access to the Iron Key will only be made known to those who require
access to the footage.

Viewing of Images:

The viewing of images pertaining to any incident will be restricted to a
member of the hospital management team, members of the
Contemporaneous Viewing Team or a designated member of staff directly
related to the investigation of an Adult Safeguarding Incident. The footage
should be viewed in the CCTV Viewing Suite located within the main
administration building which affords privacy and confidentiality and which
is free from patients, staff and visitors.

Retention and Destruction of CCTV Footage:

The encrypted Iron Key to which the footage is downloaded will be stored
in the safe in the CCTV Viewing Suite. The footage downloaded should be
retained for a period of time which is in keeping with both the Trust's policy
on Retention of Records and Good Management, Good Records (GMGR).
Where there is a request from PSNI for a copy of downloaded footage, two
copies should be downloaded and one given to the PSNI ensuring that the
form “Receipt for copied Iron Key taken for evidential purposes” (Appendix
4) is completed in full.
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Appendix 5

Report on Contemporaneous CCTV Viewing — Muckamore Abbey Hospital
(Please provide as much detail as you can under each heading)
Ward Name:

Date to which Viewing
Relates:

Start and end time of
which viewing relates:

Date and Time of
viewing:

General observations in relation to interactions between staff and patients:
Please note staff engagement with patients, general observations in relation to how
the patients appear/ respond and distribution of staff in the ward in relation to
patients

Recognising and
Responding to the
needs of a patient:

This should also incorporate positive feedback where staff have responded timely
and appropriately to the needs of patients

Restrictive Practices
E.g. physical
interventions (MAPA)-
please describe
intervention/hold and
numbers during shift;
observations of types of
de-escalation use; if a patient is placed in seclusion consider whether staff remain
with the patient and do they respond to their needs, e.g. Reassurance, refreshments,
comfort breaks etc.
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If yes please provide as much detail of what you
observed: (including description of incident, time/
date of incident/ camera number where incident was
viewed)

If Yes please provide details of your observations
include details of incident, time/ date and camera
number:

Please outline Action Taken: (please follow flow
chart attached. Please outline action taken including,
date/ time management notified and report forwarded)

o @R C)belfasttrust. hscni.net -

Assistant Service Managers are below:

Did you observe any
Adult Safequarding
concerns? Yes/ No

Did you observe
anything else that was

concerning? Yes/ No

Any positive feedback
for the ward team

Any other comments

Signature of Viewer 1:

Date:

Signature of Viewer 2:

Date:

If you identify a potential
Adult Safeguarding
Incident, please
immediately scan and
email the report to the
Adult Safeguarding Lead
and follow up with a
telephone call. The Adult
Safeguarding secretary is
Kim Quinn so please
send to both.

o Paul.Magowan@belfasttrust.hscni.net - Gl D
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» Rhonda.Scott@belfasttrust.hscni.net - 02895047177
o Emma.Pringle@belfasttrust.hscni.net - 02895054427

Otherwise please pass your form back to the admin team, ground floor, Admin
Building.

Office Use only

For completion following QA Meeting
Date Received

Date of QA Meeting

Detail action and outcome

Signed

Date
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