
Control Room Documentation

CCTV Compliance & Forensic Specialist

This suite of CCTV control room management documentation is a complete solution to 
compliance, evidence and all common issues relating to the day to day management of 
CCTV Schemes.

This professionally designed range of documentation is available as a complete package 
including audit, implementation and staff training or as individual items.

Documentation available:

• Video Print Log
• Record Archive Log
• Witness Statements
• Contemporaneous Observation Log
• Daily Incident Report
• Operator Duty Log
• Recording Equipment Check Log
• Hard Drive Tracking Log
• Duplicate Disc Tracking Log
• Repairs & Maintenance Log
• Public Information Sheets
• Visitor Viewing Log
• Covert Scheme Approval Log
• CCTV Policy Document 

For further information and pricing speak to your preferred 
CCTV supplier or go to: www.vmscctv.co.uk

Sheet Serial No.

CCTV Repairs & Maintenance Log

1 Fault details

© VMS (Holdings) Ltd. Re-order ref. RM2:0 Issue Date 01/04/2007

Organisations name

Contact name

Phone number

Fax number

Email address

Date and time when fault/service noted.

This section is used to record any faults or maintenance on the CCTV system, 
together with appropriate actions taken. The Remedial Action section is to be 
completed by the CCTV service engineer and a copy of documentation 
provided by the service engineer to be filed in this section of the logbook.

Please use BLOCK CAPITALS and fill in this form in BLACK INK.

AM PM

2 Fault notification details

Description of fault.

Surname

Forename(s)

Signature

Fault reported by:

Date and time when contractor is notified of fault.

AM PM

Agreed action of contractor.

Fault reported to:

3 Contractors remedial action details

Date and time when remedial action is carried out.

AM PM

Description of remedial action.

Organisations name

Surname

Forename(s)

Signature

4 Remedial work approval

Organisations name

Surname

Forename(s)

Signature

For and on behalf of the equipment owner.

Remedial action carried out by:

Location

A copy of the contractors work sheet is:

Attached to this sheet.B)

Filed.A)

1234

Time out
001

002

003

004

005

CCTV VIEWING VISITOR 001

Purpose of visit

Details of information viewed

Signature

Date. Time.

Name

Organisation

Position/No.

Control Room Operator

CONFIDENTIALITY STATEMENT
I the undersigned, agree that any information that I have access to during 
the course of my visit will remain in confidence under the terms of the 
Data Protection Act 1998. I understand that I am allowed access to the 
Code of Practice for this CCTV scheme.

THIS SLIP IS TO BE RETAINED BY THE VISITOR

CCTV VIEWING VISITOR 002

Purpose of visit

Details of information viewed

Signature

Date. Time.

Name

Organisation

Position/No.

Control Room Operator

CONFIDENTIALITY STATEMENT
I the undersigned, agree that any information that I have access to during 
the course of my visit will remain in confidence under the terms of the 
Data Protection Act 1998. I understand that I am allowed access to the 
Code of Practice for this CCTV scheme.

THIS SLIP IS TO BE RETAINED BY THE VISITOR

CCTV VIEWING VISITOR 003

Purpose of visit

Details of information viewed

Signature

Date. Time.

Name

Organisation

Position/No.

Control Room Operator

CONFIDENTIALITY STATEMENT
I the undersigned, agree that any information that I have access to during 
the course of my visit will remain in confidence under the terms of the 
Data Protection Act 1998. I understand that I am allowed access to the 
Code of Practice for this CCTV scheme.

THIS SLIP IS TO BE RETAINED BY THE VISITOR

CCTV VIEWING VISITOR 004

Purpose of visit

Details of information viewed

Signature

Date. Time.

Name

Organisation

Position/No.

Control Room Operator

CONFIDENTIALITY STATEMENT
I the undersigned, agree that any information that I have access to during 
the course of my visit will remain in confidence under the terms of the 
Data Protection Act 1998. I understand that I am allowed access to the 
Code of Practice for this CCTV scheme.

THIS SLIP IS TO BE RETAINED BY THE VISITOR

CCTV VIEWING VISITOR 005

Purpose of visit

Details of information viewed

Signature

Date. Time.

Name

Organisation

Position/No.

Control Room Operator

CONFIDENTIALITY STATEMENT
I the undersigned, agree that any information that I have access to during 
the course of my visit will remain in confidence under the terms of the 
Data Protection Act 1998. I understand that I am allowed access to the 
Code of Practice for this CCTV scheme.

THIS SLIP IS TO BE RETAINED BY THE VISITOR

OPERATOR INSTRUCTIONS

1. The visitor is assumed to have 
signed in to the site as a visitor 
and has been made aware of 
Health & Safety issues.

2. The visitor must provide proof 
of identity as a person allowed 
access to recordings as per 
the schemes Code of Practice.

3. The confidentiality statement 
must be completed and 
signed prior to viewing.

4. Details of information viewed 
shall be entered in the space 
provided before the top copy 
is handed to the visitor upon 
leaving the control room.

5. The designated operator must 
accompany the visitor at all 
times.

6. Enter time out against the 
corresponding slip number.

IMPORTANT NOTE

All visitors (including Police) that 
may have access to CCTV images 
must sign a VISITOR VIEWING 
LOG and be handed the top copy 
of the slip.

Maintenance contractors & other 
regular authorised visitors that 
are not specifically viewing 
evidence need only sign the log 
on a monthly basis & may have 
access provided that they produce 
a valid (in date) original slip.

In this case the Purpose of visit 
must be stated as ‘Maintenance  
of the facility’ and under Details 
of information viewed state ‘Non 
specific’
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Sheet Serial No.

Hard Drive/DVR Tracking Log

1 Hard Drive/DVR details

© VMS (CCTV) Ltd. Re-order ref. HDTL2:1 Issue Date 01/08/2008

Date commissioned:

COMMISSIONING
Sections 1-3 to be completed by the commissioning engineer.

IN THE EVENT OF THE HARD DRIVE BEING REMOVED FROM SITE
Section 4 to be completed by maintenance engineer when removed from site 
for maintenance purposes.
Section 5 to be completed by the Police when removed from site as evidence.
Section 6 to be completed by person authorising removal.

DESTRUCTION
Section 7 to be completed upon mechanical destruction of the hard drive.

Please use BLOCK CAPITALS and fill in this form in BLACK INK.

Manufacturer

Model ref.

Serial no.

Hard drive capacity

3 Contractors details

6 Release authorisation

Organisations name

Name

Signature

For and on behalf of the equipment owner.

2 Unique Reference Number

URN

The URN labels supplied with this document must be fixed to the Hard Drive and 
enclosures as instructed.

4 Removal from site for maintenace

Organisations name

Engineers name

Signature

Removed by:

Date.

This hard drive has been removed from site for maintenance purposes, in the 
event that it cannot be repaired it will be mechanically destroyed, or if the subject 
of a warranty claim it will be returned to the original supplier who will be required 
by the contractor to enter into an agreement to delete the data if the product is not 
repaired and returned to site.

Organisations name

Engineers name

Signature

Commissioned by:

Date.

5 Removal from site for evidence by Police

The hard drive has been removed from site.

The complete DVR has been removed from site.

A replacement unit has been issued.

Rank

Number

Name

Removed by:

Phone number

Fax number

Email address

Address

Post Code

Date.

Signature

7 Destruction details

Organisations name

Name

Signature

Date.

I confirm that the hard drive referred to in this document has been mechanically 
destroyed.

Witnessed by:

Pink copy - Held with the Hard Drive / DVR and returned to site with 
section 7 completed if no repair is possible.

White copy - Retain on site

Organisations name

Name

Signature

1234

CCTV Recording Equipment Check Log
© VMS (CCTV) Ltd. Re-order ref. REC2:0 Issue Date 01/04/2007

Sheet Serial No.

Date & time (24 hour) displayed.

IMPORTANT: Routine checks of time & date must be made together with a check that the recording playback is operating correctly both to be logged below.
*The correct time can be obtained from the BT Speaking Clock (TIMe) on: 123 or from the GMT website: www.greenwichmeantime.com

Please use BLOCK CAPITALS and fill in this form in BLACK INK.

Correct date & time.*

Playback quality is: Good Action taken

Action taken

Average Poor

Name Signature

Playback quality is: Good Action taken

Action taken

Average Poor

Name Signature

Playback quality is: Good Action taken

Action taken

Average Poor

Name Signature

Playback quality is: Good Action taken

Action taken

Average Poor

Name Signature

Playback quality is: Good Action taken

Action taken

Average Poor

Name Signature

Playback quality is: Good Action taken

Action taken

Average Poor

Name Signature

Playback quality is: Good Action taken

Action taken

Average Poor

Name Signature

Playback quality is: Good Action taken

Action taken

Average Poor

Name Signature

Playback quality is: Good Action taken

Action taken

Average Poor

Name Signature

Playback quality is: Good Action taken

Action taken

Average Poor

Name Signature

Playback quality is: Good Action taken

Action taken

Average Poor

Name Signature

1234

1234

Duplicate Disc Issue Log

© VMS (CCTV) Ltd. Re-order ref. DDIL2:0 Issue Date 01/09/2008

Address

Post Code

Full daytime phone number

Fax number

Email address

Organisations name4 Issued to

Important

Duplicate discs may only be created if sanctioned by the nominated Data 

Processor who will be responsible for the retrieval of the disc and its destruc-

tion once it is established that the purpose stated (2) has been achieved.

This sheet must be completed in full and stapled to the original Incident 

Download Log. Separate ‘Duplicate Disc Issue Logs’ must be completed for 

each Duplicate Disc if m
ore than one is required.  

Please use BLOCK CAPITALS and fill in
 this form in BLACK INK.

Date

Sheet Serial No.

3 Issue Sanction

Security seal number

Date

Date and time (24 hour) th
e copy is made.This copy disc must be security sealed in the wallet provided along with the top 

copy of this form and the security seal number entered in the box below.

Name (Nominated Data Processor)

Signature

Issued by:

1 Unique Reference Numbers

Enter the serial numbers of the Duplicate & Original Discs below:

Duplicate Copy

Issued (Working Copy) & Archive (Original Copy)

2 Statement of Purpose

Name

Position

Signature

The disc should be held by the nominated recipient/s (4) no longer than neces-

sary for the purposes stated (2) before being returned to the Data Processor 

(3) for destruction.

6 Destruction

Date of destruction.

Witnessed by:

Destroyed by:

Name

Position

Signature

Name

Position

Signature

5 Retrieval Notes



Control Room Documentation

VMS (CCTV) Limited
15 Glasshouse Studios, Fryern Court Road,

Burgate, Fordingbridge, Hampshire SP6 1QX
Tel: 01425 656318 • Fax: 01425 650298

sales@vmscctv.co.uk • www.vmscctv.co.ukCCTV Compliance & Forensic Specialist

Part No. Pricing Ex VAT & Delivery

CD-VP2-0 Video Print Log - Video Prints are treated as controlled information and given Unique Reference Numbers thereby 

creating an effective audit trail from creation to final destruction. 50 Pages. £45.00

CD-RAL2-0 Record Archive Log - For logging the use of VHS tape. 40 Pages. £35.00

CD-WS2-0 Witness Statements - This pro-forma declares information relevant to the management of the scheme and accom-

panies evidence when submitted to Court. 50 Pages. £35.00

CD-COL2-0 Contemporaneous Observation Log - Incidents are described as they occur and operators log on and off observa-

tion shifts ensuring effective transfer of knowledge between operators. This log may later be produced in Court. 

100 Pages. £50.00

CD-DIR2-0 Daily Incident Report - Incidents are categorised on a daily basis thereby creating data by which the efficacy of 

the scheme may be measured and stated in an annual report. 50 Pages. £35.00

CD-CL2-0 Operator Duty Log - Operators sign on and off duty. 50 Pages. £35.00

CD-REC2-0 Recording Equipment Check Log - Time and Date and Recording Playback quality is logged on a daily basis. 50 

Pages. £35.00

CD-HDTL2-0 Hard Drive Tracking Log - Information recorded on Hard Drives/DVR’s is treated as controlled information and 

logged on and off site in a form that enables effective audit. 50 Pages. £45.00

CD-DDIL2-0CD Duplicate CD Disc Tracking Log - Dupliates of incidents can be produced, logged & tracked. 25 serially numbered 

CDs & 25 pages. £65.00

CD-DDIL2-0DVD Duplicate DVD Disc Tracking Log - Dupliates of incidents can be produced, logged & tracked. 25 serially numbered 

DVDs & 25 pages. £77.00

CD-CRL2-0 Camcorder Recording Log - Pack contains 50 serially numbered Mini DVDs with corresponding documentation. £118.00

CD-RM2-0 Repairs & Maintenance Log - System faults and routine maintenance are logged and tracked from initial report 

through to completion. 50 Pages. £35.00

CD-PI2-0 Public Information Sheets - A pro-forma information sheet providing members of the public with information, relat-

ing to CCTV Schemes, that they are entitled access to under the terms of The Data Protection Act. 50 Pages. £35.00

CD-VVL2-0 Visitor Viewing Log - Individuals (Law Enforcement Agencies etc) authorised under the terms of the Code of Prac-

tice sign a Confidentiality Agreement before being allowed to view recorded information. 50 Pages. £40.00

CD-CSA2-0 Covert Scheme Approval Log - The purpose of this document is to document the cause, justification, purpose, 

proposed term, review routine and ultimate decommissioning of the surveillance. 50 Pages. £35.00

DPD2008 CCTV Policy Document - Supplied as a draft Word document on CD. This easy to understand document needs only 

simple editing to fit the users specific requirements. Linked to standard documentation shown here. This achieves 

an efficient, simply audited, management system. £200.00


