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The Bishop’s Palace
Monitoring policy WELLS - SOMERSET

Policy statement

The Palace Trust carries out workplace monitoring for a variety of reasons. Because
monitoring includes the processing of employee data, its operation is captured by the
provisions of the General Data Protection Regulation and the current Data Protection Act.

The lawful basis which applies to the Trust’s monitoring processes is we have a vital interest
and we have a legitimate interest

The information and data gathered through monitoring will only be used for the purpose it
was carried out for, unless the Trust identifies issues such as a breach of health and safety.

As monitoring may intrude on Trust employees” monitoring will be carried out only in
accordance with the General Data Protection Regulation and the current Data Protection
Act. The Trust will uphold a degree of privacy at work and where monitoring is required or
necessary, employees will be made aware of the extent of any monitoring together with the
reasons as to why.

The CEO will ensure the Trust is aware of its responsibilities under the General Data
Protection Regulation and the current Data Protection Act. Access to the information and
data collected will be secure and restricted to authorised employees. The Trust’s Data
Protection Officer is Merryn Kidd, CEO.

Summary of types of monitoring
This policy supplements the Trust’s policies on communications and provides for monitoring
of the following types:

e Crime and fraud prevention and detection
e CCTV scheme and security systems
e Data protection.

Monitoring of the above systems is carried out in order to fulfil the Trust’s legal obligations
as an employer as well as to secure their effective operation and for business reasons.
Monitoring is carried out to the extent permitted or required by applicable law and as
necessary and justifiable for business purposes.

CCTV monitoring
The Trust will operate a CCTV scheme to check that health and safety rules are being
complied with or to assist in the prevention of crime, for instance theft.
The CCTV scheme records data in the following areas:
e 1 diagonally facing over the Café service counter, tills and safe area.

e 1 atthe far end of the Café diagonally facing over the 3 doors and main cafe floor
area.
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e 1 atthe far end of the Café kitchen, diagonally panning over the WELLS - SOMERSET
kitchen, walk in fridge and kitchen door.
e 1 above the kitchen back door looking over food and drinks stores.
e 2 atthe Gatehouse main entrance and looking over the main car park
e 2 covering the free area, one looking at the old entrance way to the Palace, the
second facing the free area from the café, looking at the horsebox.
e 3in the ticket office and shop. 1 looking over the till area, 1 looking over the retail
space, and 1 looking at the double door entrance and counter.
e 5inthe palace. 1inthe entrance hall facing the welcome desk, 1 in the long gallery,
1in the coronation room, 1 in the east gallery, 1 in Wynne Willson’s study.

The CCTV scheme is run in compliance with the current Data Protection Act and the
recordings may be used to assist in investigations for internal disciplinary and grievance
purposes where there are justified business reasons for the viewing of such recordings.

Misconduct
Employee monitoring data may be used for disciplinary proceedings against employees.

Employees will be provided with the relevant data from the monitoring systems/processes
in advance of the meeting.

Covert monitoring

Covert monitoring is only deployed where the Trust believes employee(s) are carrying out a
crime or other criminal activity. Covert monitoring may take place to investigate such
suspicion where the Trust intends to involve the police.

Additional monitoring

The Trust may, if appropriate, consult with employees in advance if it requires any
additional monitoring not covered by this policy. The purpose of the additional monitoring
will be identified, together with the type of monitoring necessary and any limits to achieve
that purpose. There may be impacts on affected employees that the Trust will consider prior
to introducing any additional monitoring. Notice will be provided to employees setting out
why the Trust is introducing additional monitoring and the standards under which
employees should operate.

Retention of monitoring data
All data captured as a result of employee monitoring will be kept securely. We have adopted
the following safeguards to ensure that this data is not susceptible to unauthorised access:

e CCTV recordings will be stored on a hard drive; one month’s worth of recording will
be retained at any time, after one month the recording will be deleted

e The only people who can access the recordings are the CEO, Heritage Building and
Facilities Manager, Head of Catering, Building and Facilities Assistant, Head
Gardener, Visitor Team Manager.
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