
CCTV Request Flow Chart

CCTV Footage request 

recieved via email

CCTV Footage request 

recieved via telephone

CCTV Footage requests must be made 

via email. Please provide email address:

If the footage request is ugent via Police, 

provide Senior Security and Facilities 

Officer's / appointed person email and cc 

The Facilities Management Team in.

Email requests must include the following 

to be able to release footage:

- Incident description.

- Date.

- Time.

- Location.

In an emergencey from the Police this 

procedure is over ruled and cooperation to 

support investigation is the priority.

Is the CCTV Footage 

request via Police
NoYes

Forward the email request to Security and 

Facilities Team Leader. 

Review the footage from Verkada 

Print email for audting purposes and give 

to the Security and Facilities Team 

Leader.

Complete viewing log and if footage is 

being released complete CCTV Footage 

release form.

Does the footage need 

to be burned to a disc or 

shared with the Police 

via email?

Yes No

Complete viewing log.

End of Procedure
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