SOP Template: CCTV Monitoring and Footage
Handling Guidelines

This SOP provides comprehensive CCTV monitoring and footage handling guidelines, outlining procedures for the
effective operation, monitoring, and management of CCTV systems. It covers camera placement and maintenance, real-
time surveillance protocols, secure storage and retrieval of footage, privacy and data protection compliance, access
control to recordings, incident documentation, and procedures for sharing footage with authorized personnel or law
enforcement. The goal is to ensure the integrity, confidentiality, and lawful use of CCTV footage to enhance security and
support investigative processes.

1. Purpose

To establish standardized procedures for effective CCTV monitoring, footage handling, and secure management in
compliance with legal and organizational requirements.

2. Scope

This SOP applies to all personnel involved in the operation, monitoring, and management of CCTV systems within the
organization's premises.

3. Responsibilities

CCTV Operators: Monitor live feeds, report incidents, and ensure the correct operation of equipment.
Security Supervisors: Oversee procedures, conduct training, and ensure compliance.

IT/Technical Staff: Maintain CCTV systems and assist with footage retrieval.

Data Protection Officer: Ensure compliance with privacy and data protection regulations.

4. CCTV Camera Placement and Maintenance

. Install cameras at strategic and justified locations to maximize coverage while respecting privacy.

. Regularly inspect and clean cameras and related equipment.

. Document all maintenance and repair activities.

. Ensure cameras are not pointing at areas where there is an expectation of privacy (e.g., restrooms).
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5. Real-Time Surveillance Protocols

1. Operators must actively monitor designated CCTV feeds during shifts.
2. Suspicious activity must be immediately reported to security management.
3. All monitoring activities should be logged with time, operator name, and notable observations.

6. Footage Storage and Retrieval

1. Store all CCTV footage in a secure, access-controlled environment (e.g., encrypted servers).
2. Retain footage for the legally required retention period or as specified by organizational policy.
3. Document all access to and retrieval of footage, noting the requestor, purpose, time, and outcome.

7. Privacy and Data Protection Compliance

1. Only authorized personnel may access live feeds and recorded footage.
2. Display appropriate signage informing about CCTV monitoring in all covered areas.
3. Regularly review practices to ensure compliance with applicable data protection laws (e.g., GDPR).

8. Access Control to Recordings

1. Restrict access to CCTV control rooms and storage systems to authorized staff only.
2. Maintain access logs and review them periodically for unauthorized access attempts.
3. Change access credentials regularly and immediately after personnel changes.



9. Incident Documentation and Reporting

1. Document all incidents observed or reported, including relevant footage references.
2. Complete incident reports promptly and share with appropriate internal authorities.

10. Sharing Footage with Authorized Personnel or Law Enforcement

1. Release footage only upon receipt of a formal, authorized request (internal or external).

2. Record details of all shared material, including recipient, date, purpose, and chain of custody.
3. Ensure all data transfers are secure and, where possible, encrypted.

4. Never share footage with unauthorized personnel or for unauthorized purposes.

11. Review and Update

This SOP shall be reviewed annually or as required by changes in legal, technological, or organizational requirements.

12. Appendix

CCTV System Map and Camera Locations
Sample Incident Log Template

Access Request Form Template

Relevant Data Protection Policy Extracts
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