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Kent User Group

CCTV AUDIT PROCEDURES

Dated  - Monday 18th January 2010

Evaluation of Dover District Council's CCTV System

Details of Independent Audit carried out by: Paul Woodfield and Chris Cavalli of Dartford Borough Council

The Audit was carried out on Monday 18th January 2010 in the presence of Duty CCTV Operating Team




Compliance with Codes Of  Practice & Procedure Manual:
The Audit identified that the Codes of Practice were / were not being complied with.

Key Objectives:
The Key Objectives of Dover District Council's CCTV System are.

                                                                                                      Good                                         Bad

Relationships with other Agencies                                                1          2         3          4           5        N/A

· Police

 

	· 
	
	
	
	
	


· Shopsafe

	· 
	
	
	
	
	


· Pubwatch

	· 
	
	
	
	
	


· Customs

	· 
	
	
	
	
	


· Immigration

	· 
	
	
	
	
	


· Social Services

	
	
	
	
	
	· 


· Benefits

	
	
	
	
	
	· 


· Fire Brigade

	· 
	
	
	
	
	


· Ambulance Service

	
	
	
	
	
	· 


· Other (Coast Guard)




	· 
	
	
	
	
	


Picture Quality 

Number of Camera’s 

50 (Fifty)



Image Retention
31 Days

                        





       Good                                         Bad

                                                                                   1          2         3          4           5

The picture quality of the CCTV system:

	· 
	
	
	
	


Recorded Picture

	
	· 
	
	
	


Notes, relating to quality-: Both VCR and DVR recordings checked for recording quality and compliance with DCC CCTV Code of Practice and Human Rights Issues.

Documentation

The following items of documentation are used by this unit ~

· Visitor Log
YES/NO
· Daily Occurrence Log
YES/NO
· Incident Log
YES/NO
· Data/Tape Register
YES/NO
· Review Log
YES/NO
· Maintenance Log
YES/NO
· Stills Movement / Seizure Report
YES/NO
· Data Movement / Seizure Report
YES/NO

· Data / Stills Destruction Slips
YES/NO
· Intelligence reports or 5x5’s
YES/NO
· Emergency procedures.
YES/NO
· Phone List’s Call Sign’s & Code Words
YES/NO
· Fault Log
YES/NO
System Management

· Data Numbering
YES/NO
· Data Handling Record
YES/NO
· Data Storage
YES/NO
· Secure Boxes / Bags for transit of Seized Data
YES/NO
· Erasure Rules
YES/NO
· Data Life Rules
YES/NO
· Disposal System
YES/NO
· Witness Statements
YES/NO

· Time Checks
YES/NO
· Recording Equipment Checks
YES/NO
· Erasure & Re-winding
YES/NO
· Early Withdrawal
YES/NO
· Handover of Operator Procedures
YES/NO
· Tape Changing ( times )
YES/NO
· Disc destruction
YES/NO
· Communication Checks / Radio Levels 
YES/NO
· Phone Call & Radio Recording
YES/NO
· Battery Changes
YES/NO
Camera Handling

· Rules for Preset Changes
YES/NO
· Who determines Tours & Hotspots:
Supervisor/Manager

· Time Checks
YES/NO

Incident Paperwork check 
YES/NO
Access to and Storage of Stills
YES/NO

Procedure for Release & Access of Data
YES/NO
Access to the CCTV System

· Main Entrance ( view finder / lockable )
YES/NO
· Intercom System
YES/NO

· Control of visitors
YES/NO
· Lay Visitors
YES/NO

CCTV Signage

The CCTV Signage throughout the District was found to be ample and compliant with Section 4.4.3. (Signs) of the Dover District Council CCTV Code of Practice October 2008

Targeted Operations

There have been no Targeted Operations recorded for the last financial year and the most recent recorded operation took place on 13th January 2009

Complaints Received

No Complaints received since last Audit

System 

Maintenance Contract / Cleaning
YES/NO
Contractor Vetting                                YES/NO
Health & Safety of CCTV Control Room

· Washroom 

· Toilet

· Rest / Eating Area

· Ergonomics

· Fire Safety

· First Aid

Operator Training & Monitoring (21)

 Operational Hours  -: 07:30 - 03:00         



Operator numbers -: 7 Plus Supervisor

Lone Working procedures -:

Because on occasion DDC CCTV Operators are required to work alone they have been provided with a Shepway Care Line panic alarm pendant and Care Line are informed when last operator leave the Control Room in compliance with Section 1.2.1. of The DDC CCTV Code of Practice (October 2008)

· How many Operators employed – In house/Contracted -: All staff are in house
· Other Duties and Responsibilities -: None
· New Operators Training/Induction Programme -: "On Job Training" - 2 Months
· Vetting/Police Vetted -: All Control Room staff are Airwaves Vetted
· SIA Licensed/Staff Badges - All 8 Operators are SIA (CCTV) Trained and Licensed
CCTV Meetings

· Who with -: Community Safety Meetings Attended by CCTV Management
· Frequency-:
Daily/Weekly/Fortnightly/Monthly/Quarterly/Yearly
· Where held -: Main Dover District Council Offices
· Minutes of meetings-: Relevant Information Passed Via Email
Remarks on overall performance

The Dover District Council's Public Space Surveillance CCTV System was found to be operating in full compliance of their current Code of Practice (October 2008) and no areas of concern were observed or recorded.

Any further comments/Recommendations

No further comments or recommendations to record at this time.

Signed by ……………………………………of   Dartford Borough Council   
Dated

Signed by ……………………………………of   Dartford Borough Council   
Dated

Signed by ……………………………………of   …………………..…………
Dated
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