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Policy on Taking Photographs and Recording

Taking Photographs and Recording Policy

1. Policy Statement

The Board of Management of Ballygiblin National School recognises that photographs, video
recordings and audio recordings can play a positive and legitimate role in school life. They may be
used to celebrate achievement, record school events, support teaching and learning, document
pupil participation, promote the work of the school and communicate with parents/guardians and
the wider school community.

The school also recognises that photographs and recordings must be taken, stored, used and
shared in a manner that protects the dignity, safety, privacy and data protection rights of pupils and
staff.

This policy sets out Ballygiblin National School’s approach to the taking, use, storage and sharing
of photographs, video and audio recordings in connection with school life.

The welfare, dignity and safety of pupils are the paramount consideration at all times.

2. Purpose of the Policy
The purpose of this policy is to:

e provide a clear, practical and consistent framework for the taking and use of photographs
and recordings in the school

e protect the privacy, dignity and safety of pupils and staff
e clarify when and how photographs and recordings may be taken

e support the school in celebrating and documenting school life appropriately



e ensure that school practice is consistent with safeguarding, professional boundaries and
data protection requirements

e clarify the roles of staff, parents/guardians, pupils, visitors and external providers in relation
to photographs and recordings

e reduce the risk of inappropriate use, storage or sharing of images or recordings

3. Scope
This policy applies to:

e photographs

e video recordings
e audio recordings
e digital images

e recordings made on phones, tablets, cameras, laptops or other devices

It applies to photographs and recordings taken:

e during the school day
e on school premises
e during school activities, matches, performances, tours, events and celebrations

e Dby staff, pupils, parents/guardians, volunteers, visitors or other adults in connection with
school activities

This policy should be read in conjunction with the school’s:

e Data Protection Policy
e Child Safeguarding Statement and Risk Assessment
e Acceptable Use Policy

e Mobile Phone and Personal Electronic Devices Policy



e Home-School Communication and Parent Partnership Policy
e Code of Behaviour
e Bi Cinealta / Anti-Bullying procedures

e School Transport and Bus Escort Policy, where relevant

Where any conflict arises, child safeguarding requirements, data protection requirements and
statutory obligations take precedence.

4. Guiding Principles
The implementation of this policy is guided by the following principles:
4.1 Pupil Welfare and Dignity

The welfare, dignity and rights of pupils come first in all decisions relating to photographs and
recordings.

4.2 | egitimate School Purpose

Photographs and recordings should only be taken where there is a clear educational, celebratory,
administrative, communication or school-related purpose.

4.3 Safeguarding

The taking and use of photographs and recordings must be consistent with the school’s
safeguarding responsibilities and professional boundaries.

4.4 Data Protection

Photographs and recordings that identify individuals may constitute personal data and must
therefore be handled lawfully, fairly and securely.

4.5 Proportionality

The school will take a practical and proportionate approach that reflects normal school life while
also protecting pupils and staff from unnecessary risk.

4.6 Respect for Families

The school recognises that some families may have particular privacy, child protection or family
law reasons for seeking restrictions on the use of images or recordings.

5. General Position of the School



Ballygiblin National School may take photographs and recordings of pupils and school activities for
legitimate school purposes, including:

e documenting and celebrating learning

e recording school events and milestones

e displaying pupil participation and achievement within the school

e communicating with parents/guardians

e promoting the positive work of the school through approved school channels

e supporting school administration or record-keeping where appropriate

The school will seek to ensure that such use is appropriate, respectful and consistent with parental
permissions, safeguarding requirements and data protection obligations.

The school will not knowingly use or publish an image or recording where there is a specific
restriction in place for that pupil.

6. Consent and Parent Permissions

At enrolment, and thereafter as required, parents/guardians will be asked to indicate their
preferences in relation to the use of their child’s image or recording by the school.

The school may seek parental permission in relation to areas such as:

e use of photographs within the school building

e use of photographs or recordings on the school website

e use of photographs or recordings on the school’s official social media channels
e use of photographs or recordings in newsletters, publications or local media

e participation in class photographs, team photographs or event photographs

Parents/guardians are responsible for informing the school of any change to these permissions or
any specific concern affecting the use of their child’s image.

Where a pupil is the subject of a court order, child protection concern, restricted access
arrangement or other significant sensitivity, the school will take particular care and may impose
additional restrictions.



The school will take reasonable steps to respect restrictions notified to it. However, no system can
provide an absolute guarantee in every setting, particularly at larger events or where members of
the public are present.

7. Photographs and Recordings by School Staff
Staff may take photographs or recordings for legitimate school purposes only.
This may include:

e class activities

e school events

e sports activities

e performances

e tours

e displays of pupil work or participation

e communication through approved school channels

Staff must ensure that:

e the image or recording is connected to a legitimate school purpose
e pupils are photographed or recorded in a respectful and appropriate manner

e photographs or recordings do not capture a child in a vulnerable, distressed, intimate or
inappropriate situation

e any specific restrictions applying to individual pupils are respected

e images and recordings are handled securely and professionally

In line with current Ballygiblin NS practice, staff may use personal phones to take photographs for
legitimate school purposes where this is necessary and practical.

Where a personal phone is used:

e it must be for a legitimate school purpose only



e the phone must be password protected or securely locked

e images must be transferred as soon as reasonably possible to the approved school
platform or designated staff member

e images must be deleted from the personal device once successfully transferred
e images must not be retained for personal use

e images must not be shared via personal social media, personal messaging apps or any
other unauthorised channel

Staff must not use photographs or recordings taken in school for personal purposes.

8. Storage, Transfer and Deletion

Photographs and recordings taken for school purposes must be stored and shared only through
approved and secure school systems wherever possible.

The school will seek to ensure that:

e photographs and recordings are stored securely
e access is limited to those with a legitimate need
e files are not retained longer than necessary

e photographs and recordings are deleted when no longer required, subject to any legitimate
archival or historical purpose

e transfer of files takes place in a secure and appropriate way

Confidential, sensitive or potentially distressing images must be treated with particular care and
must never be used for casual sharing or general display.

9. Use of Photographs and Recordings by the School
Photographs and recordings may be used by the school for purposes such as:

e internal displays



classroom activities

school projects

school publications

official school website content

official school social media posts

school newsletters

local newspaper coverage of school events

end-of-year or commemorative presentations

The school will use judgement in deciding whether names should accompany photographs. As a
general rule, where pupils are named publicly alongside photographs, first names only should
ordinarily be used unless there is a clear reason otherwise.

The school will not attach unnecessary personal information to photographs or recordings.

10. Parents/Guardians Taking Photographs or Recordings at School Events

The school recognises that parents/guardians often wish to take photographs or short recordings
of their own children during events such as concerts, ceremonies, matches or celebrations. This is
understandable and generally forms part of normal family life.

However, in order to protect all pupils and to avoid unnecessary intrusion or risk:

any such photography or recording must be occasional, respectful and for personal or
family use only

parents/guardians must not photograph or record in a way that disrupts the event or causes
discomfort

parents/guardians must not publish, post, circulate or forward images or recordings of other
children without appropriate permission

parents/guardians must not use images or recordings in a way that compromises the
privacy, dignity, safety or wellbeing of any child, family or staff member

parents/guardians must follow any direction given by the school where restrictions are
required for safeguarding, privacy, dignity or organisational reasons



The school may restrict or prohibit photography or recording at a particular event where this is
necessary in the interests of safeguarding, dignity, privacy or the smooth running of the event.

11. Use of Social Media and Messaging Apps

Photographs and recordings taken in connection with school events must not be uploaded, shared
or circulated in a way that breaches the privacy, dignity or safety of pupils, staff or families.

Parents/guardians, staff and others must not:

e post images of children other than their own on social media without permission

e share school recordings in WhatsApp or other messaging groups in a way that is
inappropriate, excessive or disrespectful

e use photographs or recordings to criticise, mock, embarrass or target pupils, staff or
families

e use images or recordings in connection with complaints or disputes through social media or
informal messaging groups

Parent WhatsApp groups and social media groups do not represent the school and are not official
school communication channels.

Concerns relating to school matters should be raised directly with the school through the
appropriate channels.

12. Pupils Taking Photographs or Recordings

Pupils may not take photographs, video or audio recordings in school unless this has been
expressly permitted by a member of staff for a legitimate educational or school purpose.

Nothing in this policy permits pupils to bring or use personal phones or personal electronic devices
in school. The possession and use of such devices is governed by the school’s Mobile Phone and
Personal Electronic Devices Policy and Acceptable Use Policy.

Unauthorised photographing or recording of other pupils, staff or school activities is not permitted.
This includes, but is not limited to:

e use of phones or smart devices to record other pupils

e taking photographs in toilets or changing areas



e recording incidents, disputes or behavioural situations

e sharing recordings without permission

Any such behaviour will be treated seriously and may be addressed under the school’'s Code of
Behaviour, Bi Cinealta / Anti-Bullying procedures, Child Safeguarding procedures, Acceptable Use
Policy or Mobile Phone and Personal Electronic Devices Policy, as appropriate.

13. Visitors, Volunteers and External Providers

Visitors, volunteers, coaches, student teachers, therapists, photographers and other external
personnel may not take photographs or recordings of pupils unless:

e this is authorised by the Principal or delegated school leader
e itis required for a legitimate school-related purpose
e relevant permissions and safeguards are in place

e the person understands and follows school requirements regarding privacy, safeguarding
and data protection

Placement students, volunteers and visitors are not permitted to photograph, record or retain
images of pupils unless expressly authorised by the Principal for an approved school purpose.

The school may require an external photographer or service provider to follow specific instructions
regarding consent, storage, use and deletion of images.

14. Prohibited or Inappropriate Photography and Recording
The following are prohibited:

e photographing or recording a child in a distressed, vulnerable, intimate, injured or otherwise
inappropriate situation

e photographing or recording in toilets, changing areas or other private spaces
e using images or recordings to bully, intimidate, humiliate, mock or target any person

e taking photographs or recordings secretly or deceptively



e retaining school-related images or recordings for personal use where this is not authorised
e sharing school-related images or recordings through unauthorised channels

e recording meetings or conversations without prior knowledge and agreement

Any serious breach of this policy may be dealt with under the school’s child safeguarding
procedures, disciplinary procedures, complaints procedures, Code of Behaviour, Bi Cinealta /
Anti-Bullying procedures, Acceptable Use Policy, Mobile Phone and Personal Electronic Devices
Policy or Data Protection Policy, as appropriate.

15. Data Protection and Confidentiality

Photographs and recordings may constitute personal data and, in some cases, sensitive personal
data depending on the context.

Accordingly:

e they must be handled in line with the school’s Data Protection Policy
e they must be shared only where there is a legitimate basis to do so

e they must be stored securely

e they must not be used beyond the purpose for which they were taken

e access should be limited on a need-to-know basis where appropriate

Where a parent/guardian raises a concern regarding the use of a photograph or recording, the
school will consider the matter carefully and respond in a reasonable and lawful way.

16. Safeguarding

Where photography or recording gives rise to a child protection or safeguarding concern, the
matter will be addressed in accordance with:

e the school’s Child Safeguarding Statement and Risk Assessment
e Children First

e Child Protection Procedures for Primary and Post-Primary Schools (Revised 2025)



This may include restricting image use, directing deletion, recording the concern and making a
report where required.

17. Breaches of the Policy

Concerns regarding the misuse of photographs or recordings should be reported promptly to the
Principal.

Where a breach occurs, the school may take steps such as:

e directing that the image or recording be deleted

e requiring that sharing or publication cease

e restricting a person’s permission to record at future events

e addressing the matter under relevant school policies and procedures
e reporting a safeguarding concern where appropriate

e seeking legal or Garda advice in serious cases

The school will act proportionately but will not ignore misuse.

18. Record of Restrictions and Practical Management

The school will maintain a practical record of any relevant photography or recording restrictions
relating to individual pupils, where such restrictions have been notified by parents/guardians or
arise from safeguarding, legal or welfare considerations.

Relevant staff will be informed on a need-to-know basis so that restrictions can be respected in
practice.

The school will take reasonable steps to implement such restrictions, while recognising that no
system can provide an absolute guarantee in every setting, particularly at large public-facing
events.

19. Review of the Policy
This policy will be reviewed:

e as required by the Board of Management



e where school practice indicates a need for revision

following any significant legislative, safeguarding or data protection change
following any serious incident relating to photographs or recordings
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