Guidance for Photographs to be used in Publicity/Promotional Material
Please refer to the guidance below before sourcing, taking or commissioning photographs to use in publications or for use by the media.
General Photographs

If individuals are not either the focus nor readily identifiable from the photograph and it seems unlikely that any damage or distress will result from such processing then it will not be necessary to obtain consent. Therefore, staff and public whose images appear as incidental detail in publicity photographs will not need to give consent for the use of their image.  

However, a note of caution: A photo was used by a London Borough in an AIDS awareness campaign, whilst the adults/children were not the focus of the picture; the subjects in the picture were successful in attracting significant damages because it intimated that those photographed may have AIDS. 
Therefore, careful thought is required in relation the purpose of any photograph. 
Photographs of Group Activities

Where photographs are to be taken of a group activity (e.g. a seminar or conference) then this should be clearly announced in advance so that individuals may leave the room briefly if they do not wish to appear in the photographs.  
The appropriate part of the permission form will need to be filled in by the officer.

Photographs of Small Groups/Individuals

Where photographs are to be taken of a single individual, or a small group of individuals, where individuals are the main subject of the photograph (even if they are not identified by name), consent should be sought before any photographs are taken. When gaining consent, it is important to ensure that individuals are informed of what the images will be used for (e.g. where they will be printed and who will have access to them). Photographers should use the standard release form, to be signed by the subject(s), to ensure that they have appropriate consent.

The officer who commissions the image is responsible for ensuring that the appropriate consent is gained, either by overseeing it themselves or by ensuring that the photographer is fully briefed. 

Publishing Photographs to the Internet
The proposed publication of images to the internet requires special handling.  Careful consideration must be given as to the purpose of publication.  Where people are identifiable and are the focus, permission must be obtained via the signed consent form. Where individuals are not the focus, careful consideration must be given to the purpose of the photograph and, where possible, those potentially captured by the picture should have the opportunity to leave the area to be covered by the image capture, a simple verbal announcement would ordinarily be sufficient.
Photographs of Children

Particular care is required when capturing images which include children.  Where they are the focus of the picture, their consent must be obtained.  If they are under 12, their parental guardian must provide consent, if appropriate in consultation with the child concerned.  Provided they are mentally competent, children aged 12 and over can generally provide consent, although their parent/guardian must also be consulted.  Children aged 16 or over are generally regarded as being capable of giving sole consent save where it is considered by the officer or photographer appropriate to also seek parental guardian consent.
Schools have their own policies for gaining permission for use of images. Consult with the school before pictures are taken to see if the form is needed.
Photographs taken by the media

It is the responsibility of Busca to ensure that everyone involved in a media launch or event has given permission for their images to be used.  

Photographs of structures/buildings/dwellings.

Consent to take and use photographs of structures etc is normally not required save where intellectual property rights apply.  Pictures of dwellings can also be taken without consent.  However, where the picture, together with other information, identifies the home and location of a living individual, then consent should be sought from the individual affected.
Interviews by Busca officers and by the media

Consent needs to be given by the parents of children aged under 16 if they are to give interviews for a publication, or to the media. Also check whether a full name can be used.
Standard Release Form
A single standard release form has been designed for all of the purposes described above.  No other form should be used and this form should not be amended without reference to Busca.

Terms

The term ‘photograph’ includes any other form of image capture – DVD, video etc.

