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Before an event:  PREPARE, PREPARE, PREPARE

Prepare the Space
· Most of the pictures you take will be of programs in your Corner. This is space you know well. More important, this is space you control! Modify the space to suit the picture you want to get, to tell the story you want to tell.  
· Be aware of available light (if possible you want it behind the photographer).  
· Be aware of the background (you want it interesting but not distracting).  
· Once you are aware of the light and the background, decide where to put the speaker, and decide from where you will take your pictures.

Prepare Yourself
· Know how your equipment works.  
· Practice taking close-ups of objects and people (ask them first!), try different angles and move around to see what works best.  The great thing about digital cameras is you can take as many practice shots as you want.

Prepare your Equipment
· Make sure your battery is charged.
· Make sure that you have plenty of available memory.

Prepare the Subject and the Participants or Audience
· Work with the subject. Let him/her know that you will be taking photographs.  
· Talk with him/her about timing.  When is the best time for you to photograph him/her?  At the beginning of the presentation?  At the end?  During questions?  
· Tell participants you will be taking photos. If audience members prefer to not be in the photos, respect their wishes. 

Pictures Tell a Story – simple tips on what to photograph and how to use photos.

· People: Take candid photos of people doing things. Images of people doing things tend to be more interesting than people posed in a group photo.
· Things: Photograph exhibits, fliers, handouts or materials used in an activity. This is an easy way to show others what you used (IIP publications for example) or how you put together an exhibit so others can recreate it. 
· Your American Space: Take a few pictures of the outside, inside and signage of your American Space – this is helpful for people who have never visited. You can include some of these photos in your marketing materials and brochures or on your Facebook page.
· Crop photos to focus the viewer’s attention on the most important part of the picture.  
· Compress photos to reduce the size of the file if you are sending the pictures via email or putting them in a presentation.   
· Caption your photographs: Remember who, what, when, and where to identify the important people, the theme or type of event and what group participated, plus the date the photo was taken.
· Select a few of the best photos to send to the Information Resource Center at the embassy and also put them in your monthly report. Make a note if the photos should not be distributed because of privacy or security.

Privacy and Photo Guidance
As much as we love to see photos, not everyone who attends a program or visits your Corner will be comfortable having their picture taken.  You should always respect people’s privacy and give them the option of being in a picture or not. Here are some steps you can take:
·  At the beginning of every event, announce that you will be taking pictures.   
Sample announcement:
 “During today’s event, we will be taking pictures. The photographs will be used internally – to improve our services. We also use some pictures for promotional materials – to advertise and market our activities and resources. You do not have to be in the photos if you do not want to be.”
You can ask people to raise their hand or move or speak to you directly if they do not want to be a in a picture – RESPECT THEIR WISHES – even if it means you don’t get any audience photos. 
· If you want to use pictures on Facebook or other social media, you should ask people in the photo for permission, especially if their faces are visible. Announce to the group you would like to take a picture to put on Facebook and ask those who would like to be in the picture to get in a group.  
· Photographs with children are especially sensitive – so always ask permission of a parent, guardian or teacher before photographing events with children.  Downloadable templates are also available on https://americanspaces.state.gov/drupal6/managing_american_spaces.

Tips on the Photographing of People
· Don't forget that if the individual is a minor, you will need parental or guardian consent in writing.
· Caption the photograph correctly with names of individuals and where they are in the photo, date of event, place of event, and name/purpose of event.
· Be careful when cropping a photograph that you do not alter the context in which the photograph was taken.
· Releases are generally not required from people who are identifiable in a photograph taken on a street or public place, provided that the photograph is reasonably related to the subject matter and the identifiable people are not the focus of the photograph.  An example of a permitted use would be a photograph of the American Space table at a local book fair.
· It is recommended always to get release forms for people being photographed.  Release form templates for minors and for adults are available on the American Spaces website https://americanspaces.state.gov/drupal6/managing_american_spaces.
· Please be sensitive to local cultural issues surrounding the photographing of people and various locations.
· If your photos are user-generated and posted to your social media site, please ensure you have instructions in the Rules of your Community stating how you will handle pictures (i.e., Will people submitting pictures be giving up certain rights?) We recommend you state they will be submitted under a Creative Commons License.
· You can control the tagging of photos in Facebook (privacy settings/photos & videos) if you allow people to tag pictures on your site.
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Action shots tell the viewer about the event.
CAPTION:  A Maysan University English club student helps create a poster for Trace Effects English language program. (March 2013)
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CAPTION:  Children reading at AC Sulamaniyah’s 
Kids Book Day event. (March 2013) 
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Group photos are a good way to recognize everyone who took part and it shows audience/event size.

CAPTION: Maysan University Book Corner (AC) members and AC Coordinator, Mr. Ahmed, show off their handiwork. (March 2013)
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CAPTION:  U.S. Consulate Erbil staff member Kim Krhounek discusses the results of the 2012 U.S. presidential elections with students at Salahuddin University (December 2012)

This photo can be cropped so only the presenter’s face is visible – to protect the privacy of audience members.  
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