Photographic consent guidance 

A guide to gaining and using photographic consent
Photographic consent is simply the mechanism by which we make sure that the image of people we use has been obtained and retained in an appropriate and legal manner.

If we do not have clear consent that an image can be used then we will not use it.

This document provides information about where and when photographic consent is needed, how we obtain it and what we do with that information once we have it. 

We need to make sure that any photographs that we take at events and within our buildings are of people who have given their consent for us to a, take their photo and b, use their photograph in some or all of our publications and online.

We often use these photographs for promotional use - on hard copy literature, online and in internal reports, and if we want to use these photographs we need to make sure that they are of people who actually want their photographs to be used for such a purpose.

If we did not have consent and we used the photo we could be liable for legal actions against us.

We need to obtain photographic consent every time we commission a photoshoot, especially when we will be meeting with children and young people and vulnerable adults.

If there is a question of whether consent has been granted or not, err on the side of caution and do not use these photos. All copies of the photos should be discarded. 
How to gain consent:

Getting consent to take photographs and to use the images is a simple process but needs to be established at the start of the event planning process and is the responsibility of the event organiser.

At every event that photographs may be taken there needs to be a clear way of informing attendees and obtaining the consent:

· on entry to the event a reception desk should be set up to register attendance and to get the photographic consent. This should be staffed by fully-briefed staff who can take the relevant actions and have the appropriate equipment to complete the consent forms quickly and accurately.

Staff should also explain that photographs will be taken and what they may be used for. 

The parent/guardian or adult themselves (depending on the shoot) needs to complete and sign the form stating clearing whether consent is or isn’t given.

In addition, at events where photographs are to be taken there must be signs displayed in all areas stating clearly that photographs will be taken and if consent isn’t given then the event organisers must be informed straightway. This is the responsibility of the event organiser.

· the form is read/explained by a member of staff on the reception desk and acted upon immediately

· if consent is given, then the thumbnail photo is attached to the form and filed or accurate description of the person is updated on the form
· if consent isn’t given, then this information is recorded. A description of the person has to be recorded and/or the thumbnail pic is attached to the form and the event organiser and the photographer are informed immediately. This person should not be photographed. Any photos accidentally taken of the person should be deleted immediately on discovery 
· if consent is not granted to one aspect of the form (e.g. consent not given to social media but given to hard copy materials) then it must be assumed that consent is not given to any photography and the second point above applies

· in the event of a large scale public event the use of coloured wristbands could be used to identify FULL consent and this recorded on the event information and on the consent forms
· the consent forms should be filed both as a hard copy and electronic copy

· when photographs are submitted to any team for use the consent forms are also attached (this is why the thumbnail pic is so important). If in doubt then teams will not use the photograph.
· it is the event organiser’s responsibility to make sure that there are the appropriate facilities and personnel to capture consent and photography to update the form and to act as a liaison for the photographer
· it is the event organiser’s responsibility to write a brief for the commissioned photographer stating the consent process 

In addition, it is the event organiser’s responsibility to ensure adequate provision is made to gather consent. If consent is not given, they must make sure that the photographer is asked to delete any pictures immediately and /or instructed to not take photographs of that individual. 

This will be detailed in the photographer’s brief. 

The photographer relies on the event organiser to direct the photography needs and to clarify consent.

· When taking crowd shots (at a parade or Diwali celebration for example) care should be taken to make sure that no one is identifiable. Information signs should be erected and information announcements, if possible, made to alert all attendees that photography and or filming is taking place. 

Reasonable care should be taken to make sure that all persons are aware that photography is taken place, i.e. make the photographer clearly seen by all

In the case of close-up shots then consent should be sought – this may be the responsibility of the photographer who will have been fully briefed by the commissioning officer (i.e. the person who booked the photographer)
Using the photographs

· No photograph should be used without consent – if in doubt do not use

· It is the responsibility of individual teams to check that consent has been granted before using the photo in any capacity – a consent form without a photograph will not be considered as consent
· All photographs should be stored in a central, regulated and monitored photo library and not on individual drives. Photographs should be labelled with date and name of event so that in the case of withdrawn consent they can be found easily.
Additional information for managers and/or event organisers

· all staff at the point of joining Leicester City Council should complete the mandatory online Data Protection training on Leicester Learning Pool and that this is refreshed yearly. 

Please ensure any staff who have not already completed it do so as soon as possible. 

· Discuss Data Protection & Confidentiality regularly at event planning and team meetings and include this in event planning materials.

If you need help and advice on gaining or dealing with photographic consent then please contact:

Alexandra Barker

Senior communications and marketing officer

alexandra.barker@leicester.gov.uk
0116 464 4164

Photographic consent forms and event posters available from the communications and marketing team
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