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1. Introduction 

The purpose of the Standard Operating Procedure is to ensure that medical photography is obtained in a safe, secure and confidential manner in keeping with the TW11-014 Clinical Photographic and Video-graphic Policy for the Trust. Please refer to this policy for key principles and Responsibilities.
2. Procedure

2.1 All cameras used for patient clinical photography (other than those used in ophthalmic and endoscopic or other interventional photographic procedures) must be registered with the Medical Illustration Department and include an accurate record of the number of memory cards in use
2.2 Mobile phones and cameras built into laptops must not be used to capture photographs or video, even with the patient’s consent.
2.3 The departmental camera must be stored in a secure, locked cupboard with the accompanying log book.
2.4 Personal memory cards and any other personal removal data storage device e.g. CD-ROM and USB memory sticks must not be used in Trust Cameras under any circumstances.
2.5 It is essential that anyone wishing to use photographic or video equipment has obtained the necessary permission from the patient prior to their use. The ‘Request for Clinical Photographic or Video recording’ form (contained in the Clinical Medical Photography SOP) which includes the consent form must be completed prior to taking of photographs. 
2.6 If the patient is temporarily unconscious, the relevant level of consent must be gained as soon as reasonably possible photographed and stored with other images. If consent is not given or cannot be obtained then the images must be erased.
2.7 When the departmental camera is used the location, memory card number and photo details must be inserted into the log held in the locked cupboard.
2.8 The memory card must then be placed in the co-ordinators / senior team leaders office and the Medical illustration Department informed and requested to download the images prior to deletion.
2.9 A written entry must be made in the patient’s notes that photographs have been taken and the location of the images.
2.10 An empty memory card must be used for each patient to avoid confusion and the potential for mix up of patient data.

2.11 Once the images are transferred the images must be removed from the memory card so it is ready for future use.
2.12 Memory cards or cameras containing images must not be removed from Trust premises under any circumstances.
2.13 Any clinical photographs taken of patients are the copyright of the Secretary of State for Health and may only be used subsequently if further permission is gained from the patient.
2.14 When outside agencies have been given permission to film or photograph within the operating department, staff should be reminded of their role in patient advocacy and standards of professional conduct. For more information regarding this please visit the Information Governance intranet pages or contact the Information Governance Co-ordinator or Medical Illustration Manager.

2.15 Media personnel should not be permitted into the Peri-operative environment without permission from Communications Department.
2.16 Personal cameras must not be used on site for clinical photography of patients in any circumstances even with the patient’s consent. The use of such cameras poses a risk to the Trust and the potential loss of data.
3 Human Rights Act
Implications of the Human Rights Act have been taken into account in the formulation of this policy and they have, where appropriate, been fully reflected in its wording.
4 Accessibility Statement
This document can be made available in a range of alternative formats e.g. large print, Braille and audio cd. 
For more details, please contact the HR Department on 01942 77(3766) or email equalityanddiversity@wwl.nhs.uk
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AT ALL TIMES, STAFF MUST TREAT EVERY INDIVIDUAL WITH RESPECT 


AND UPHOLD THEIR RIGHT TO PRIVACY AND DIGNITY
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