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VIDEO SURVEILLANCE 

PROCEDURE 

 

I. Retrieving & Reviewing School Camera Recordings 

 

A. Location for Use/Operation of Surveillance Cameras 

1. Installation of cameras may be located in public areas such as hallways, cafeteria entryways 

to monitor the inside of the school, and on the outside areas to monitor parking lots and 

school grounds. The area chosen for surveillance shall be determined by the school principal 

in cooperation with the school resource officer and physical facility personnel. The use of 

school discipline data and anecdotal records of areas where disruptive behaviors occur 

should also be considered to determine camera locations as well as areas that by nature 

provide a high volume of general public interaction and activity. 

2. Video monitors shall be located out of view of students, teachers, staff, and the public to 

ensure privacy. Cameras will not be located in any area where individuals have the right to 

expect privacy. This includes, but is not limited to, restrooms, locker rooms, dressing rooms, 

faculty rooms, and private offices. 

3. Cameras located on the exterior of buildings and offices will be mounted, positioned, and 

operated in a manner that is not directed toward private property. 

4.  Only authorized personnel shall have access to operating, monitoring, and retrieving data 

from school security cameras. 

B. Access and Use of Video Cameras and Related Equipment 

1. The use, by way of monitoring, viewing, printing, and copying any images from any and all 

surveillance equipment within the school or on school property, is under the direct control 

of the principal. The principal has ultimate responsibility to ensure that the video equipment 

and the use, storage, and release of any information or images are in keeping with 

procedures and guidelines established. 

2. The principal shall maintain a master list of those individuals who have been authorized to 

be trained to use, view, retrieve, or copy images or data from video surveillance equipment 

in the school or office. The authorization of such privileges should be restricted to the 

fewest number of staff as practical. It would be reasonable to expect that the assistant 

principal would receive such authorization from the principal. The School Resource Officer 

or police may monitor surveillance cameras and recordings as appropriate. 

3. The principal will ensure that authorized personnel receive operational training of the 

equipment and that they practice fair and ethical use of surveillance equipment. 

C. Scope of Use of Video Surveillance Cameras and Equipment within School/Offices: 



1. Care and caution shall be taken by the principal and those authorized to view, monitor, 

print, or access images and information from surveillance equipment to ensure that the 

privacy rights of students, staff, and other adults are protected as required by FERPA 

guidelines and all local, state, and federal statutes. 

2. The use of video images may be used to identify those persons involved in an incident of 

alleged misbehavior or of those suspected of violating the Garrett County Public Schools 

(GCPS) behavior policy. The principal will complete a thorough investigation and compile 

written statement from all witnesses, if they exist, to support the school’s/office’s 

contention that there was a violation of the policy. The principal or his/her designee must 

conduct a thorough and impartial investigation to determine the facts of the incident. 

Efforts should be made so as camera recordings are not the sole evidence or basis of 

disciplinary action. 

3. Surveillance video should not be used as a means for evaluating employee performance. 

However, it may be used for investigative purposes. 

4. All video surveillance images are property of the GCPS. Any request made by a third party 

for a copy of such images must be accompanied by a court ordered subpoena.  

 

 

II. Retrieving & Reviewing Bus Camera Recordings 

 

A. Cause for retrieving and reviewing bus camera recordings 

 

1. Receipt of a concern regarding student safety 

2. Request from school administrators to assist with investigating a reported incident 

involving students 

3. Request from school bus contractor regarding driver conduct or student behavior 

 

B. Retrieval of Camera Hard drive 

  1. Director of transportation, Superintendent, or designee shall have authority to retrieve 

hard drive. 

  2. The Director of Transportation, Superintendent or their designee shall notify the 

contractor when a hard dive has cause to be retrieved. 

 

C. The following will have authority to view the camera recordings 

1. Director of Transportation 

2. Assistant in Transportation 

3. Superintendent 

4. Contractor 

5. Other Central Office Administrators (as needed) 

6. School Administrators 

 

 



 

 

D. Scope of Use of Video Surveillance Cameras and Equipment within School Buses: 

1. Care and caution shall be taken by the Director of Transportation and those authorized to 

view, monitor, print, or access images and information from surveillance equipment to 

ensure that the privacy rights of students, staff, and other adults are protected as required 

by FERPA guidelines and all local, state, and federal statutes. 

2. The use of video images & GPS may be used to identify those persons involved in an incident 

of alleged misbehavior or of those suspected of violating the GCPS behavior policy. An 

administrator will complete a thorough investigation and compile written statement from all 

witnesses, if they exist, to support the contention that there was a violation of the policy. 

The administrator must conduct a thorough and impartial investigation to determine the 

facts of the incident. Efforts should be made so as video tapes and the GPS system are not 

the sole evidence or basis of disciplinary action or changes. 

 

III. Reasons for Global Positioning System (GPS) use include but will not be limited to the following. 

1. To verify bus arrival times at stops and schools following a receipt of concern that a bus is 

either early or late. 

2. To verify mileage as reported by the contractor for auditing purposes, route verification, and 

other purposes as deemed necessary by the Director of Transportation. 
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