Biz - E - Kidz Policies and Procedures

Photography and Video

Policy:

Photography and Videoing of Children is carried out according to the photography
permissions given by the Guardian(s) of Children at Biz-E-Kidz via their enrolment
application.

CCTV within the school is installed according to the Department of Education
guidelines and managed by North Melbourne Primary School in accordance with
Department of Education guidelines.

All staff are aware of the procedures for photography and videoing at Biz-E-Kidz
and are encouraged to confirm any uncertainties with the Coordinator or the
Responsible Person in Charge.

Procedure:

Photography and Video

To take photos or videos of children, staff must only ever use the Biz-E-Kidz-issued
mobile phones or iPads, not their own personal devices. This would be against
regulation. There are copies of the Photography Restrictions List displayed in the
office and available on the Biz-E-Kidz Google Drive. The Photography Restrictions List
lists all children who are enrolled who do not have photography permission and is
updated when any new child enrols whose family have declined to give photography
permission.

The Coordinator and Assistant Coordinators are all aware of photography restrictions
as they familiarise themselves with them at the start of the year with new
enrolments. The Responsible Person in Charge advises Educators of any restrictions
pertaining to present children when Educators are taking photos.

Generally, Educators are encouraged to take photos of the activity / creation / etc.
rather than children themselves.

Staff should ask permission of children before taking a photo of them, as a matter of
respecting the child’s right to consent and agency over images created of themself.
Staff need not ask children individually if taking a photo of a large group of children.
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Photographs may be used for program documentation. Photographs may also be
shared with children's parents, but only if they contain no other children.
Photographs may also be published in the school newsletter in the Biz-E-Kidz section,
and put on display at Biz-E-Kidz.

The photography consent section in each child’s enrolment in SmartCentral
encompasses a broad range of uses of photographs of children, which families either

consent to in their entirety or don’t consent to in their entirety. It is written as below:
At various times throughout the year, children attending Biz-E-Kidz may be photographed or
filmed while at the service. Biz-E-Kidz uses photography/video as a way of documenting
and sharing the service with regulatory and quality assurance bodies, families and other
stakeholders. We would be grateful if you would give us permission to take photos of your
child and use these in our printed and online publicity.

| give permission to take photographs and / or video of my child. | grant full rights to use the
images resulting from the photography/video filming, and any reproductions or adaptations
of the images for promotion, fundraising, publicity or other purposes to help achieve the
service's aims. This might include (but is not limited to), the right to use them in their
printed and online publicity, social media, press releases, flyers, website and funding
applications. | understand | do not have any interest in the copyright to the
photograph/video filming and can opt out at any time.

Storing and destroying photos, videos and recordings of children

Photos and videos of children may be taken on Biz-E-Kidz/NMPS-owned iPads and
mobile phones, but not laptops. Photos are deleted from these devices and from the
Biz-E-Kidz Google Drive at the end of each term. As photos and videos are used as
part of the program planning cycle and for communications, they will have served
their purpose by the end of each term and so should be deleted from that device. If
photos are within documents, such as the newsletter document, they will be deleted
approximately 3 years from creation (they are required as evidence of the program
for assessment and rating process). If photos are within the Biz-E-Kidz (Department
of Education) email or in staff’s work emails (also Department of Education), they
should be deleted as soon as they have been used for their purpose.

Annually, display posters are created of children who have diagnosed medical needs
such as asthma, allergies and risk of anaphylaxis. These posters include photos of
these children’s faces. These posters are displayed only in the first aid area at each
program. At Juniors after school care Program in the Flex, the display posters are kept
inside the first aid bag, as there is no office for them to be kept in. These posters are
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put in the school’s secure document shredding box when a new poster is made,
which is when a new child enrols / is diagnosed with a new relevant medical
condition.

CcCctv

North Melbourne Primary School has CCTV installed at both campuses.

The school website has a link to the NMPS CCTV Privacy Notice which details the
school’s use of CCTV - see more here:

CCTV — North Melbourne Primary School

Relevant Legislation:

National Law:
e Section 162A Child protection training
e Section 165 Offence to inadequately supervise children
e Section 166 Offence to use inappropriate discipline
e Section 167 Offence relating to protection of children from harm and hazards

National Regulations:
e Regulation 84 Awareness of child protection law
e Regulation 103 Premises, furniture, and equipment to be safe, clean and in
good repair
e Regulation 115 Premises designed to facilitate supervision

e Regulation 122 Educators must be working directly with children to be
included in ratios

e Regulation 123 Educator to child ratios — centre-based services

e Regulation 145 Staff record

e Regulation 165 Record of visitors

e Regulation 166 Children not to be alone with visitors

e Regulation 167 Record of service’s compliance

e Regulation 168 Education and care services must have policies and
procedures

e Regulation 170 Policies and procedures to be followed

e Regulation 171 Policies and procedures to be kept available

e Regulation 172 Notification of change to policies or procedures

e Regulation 175 Prescribed information to be notified to Regulatory Authority

For more information, refer to ACECQA Policy Guidelines:
https://www.acecga.gov.au/sites/default/files/2025-09/PolicyGuidelines ProvidingAC

hildSafeEnvironment_v2.pdf
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https://www.acecqa.gov.au/sites/default/files/2025-09/PolicyGuidelines_ProvidingAChildSafeEnvironment_v2.pdf
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https://www.acecqa.gov.au/sites/default/files/2025-07/PolicyGuidelines_SafeUseOfDi
gitalTechOnline_final.pdf

Equipment required:

Photography Restrictions list
Biz - E - Kidz iPads and Phones

NMPS CCTV information
CCTV — North Melbourne Primary School

Department of Education Policy: CCTV in Schools
CCTV in Schools — Installation and Management: Policy | VIC.GOV.AU | Policy and
Advisory Library
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https://www.acecqa.gov.au/sites/default/files/2025-07/PolicyGuidelines_SafeUseOfDigitalTechOnline_final.pdf
https://www.acecqa.gov.au/sites/default/files/2025-07/PolicyGuidelines_SafeUseOfDigitalTechOnline_final.pdf
https://www.northmelbourneps.vic.edu.au/index.php/cctv/
https://www2.education.vic.gov.au/pal/cctv-in-schools/policy
https://www2.education.vic.gov.au/pal/cctv-in-schools/policy
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