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2 INTRODUCTION 
 

Suffolk Libraries holds a wide variety of events and activities for all ages across the county. 

These often make great photo opportunities and provide excellent publicity material to 

promote future events and our services in general.  

 

However, there are several considerations which must be made when taking, storing and 

sharing photographs of customers and their children, both to protect those being 

photographed and Suffolk Libraries.  

 

People are generally aware of the safeguarding issues around images of children but there 

are others for whom being photographed can cause distress such as those who have 

relocated to avoid abuse or because of their religious beliefs. Or they might simply not wish to 

be photographed which is their right. Taking photos for publicity purposes should never be 

intrusive or put people off taking part in library activities.   

 

This policy seeks to set out the main principles and to provide guidance to staff. It is of 

particular importance to clarify some of these issues now with the Data Protection Act 2018.  

 

Filming is sometimes also carried out in libraries and where practical, this policy also applies 

to this.  

3 THE POLICY 
 
Although the library manager or another member of staff is theoretically responsible for 

giving permission for photography to take place inside their library, with almost everyone 

now having access to a camera or smartphone it is not practical to monitor every single 

photograph which is taken. However, this policy sets out some key principles to safeguard 

people’s privacy and the interests of Suffolk Libraries: 

 

• If photos are being taken, particularly of children, permission should ideally be sought 

and at the very least people should be made aware that photos are being taken and 

what they might be used for. This gives parents the chance to remove their children or 

make it clear to staff, press photographers or other customers that they do not want 

their children or themselves photographed.  

 

• Photography or filming should not disturb customers or make them feel 

uncomfortable. 
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• Suffolk Libraries should take appropriate steps to organise and store photographs 

securely and to delete photos of individuals after three years.  

4 THE USE OF IMAGES 
 
Suffolk Libraries staff will take photographs or film footage from time to time which may be 

used in a wide range of marketing and promotional activities in printed and electronic form. 

This may include promotional banners, posters, and leaflets, on the website and library social 

media accounts or could also be sent to the local press to use. 

 

Staff may also take photos to create a record of library activities and events as part of their 

regular duties. The copyright for any photos lies with Suffolk Libraries. 

 

In line with national guidance, images of people (apart from archive items) should not be 

retained for longer than 3 years. Images must be destroyed or permanently deleted from the 

organisation’s IT systems along with consent paperwork. It is suggested that if you wish to 

archive some photos, you select a few of the best photos from a particular event and keep 

these in clearly labelled folder for future reference. This could be from the opening of the 

library, or key events or author visits. 

 

Libraries must keep permissions forms locally. Images must be kept secure, ideally in digital 

format and must only be used for the purpose for which they were taken. It is sensible to 

store images in folders on computers which are clearly labelled with the event/activity and 

date taken so they can be easily identified and cross-referenced with any corresponding 

consent forms.  

 

If photos are taken for Suffolk Libraries purposes using personal cameras, mobile phones or 

other devices, they should be deleted from the device once they have been safely 

downloaded.  

 

If a specific image is required for Suffolk Libraries marketing materials or the website which to 

depict a sensitive issue such as mental health or disability, it may sometimes be safer and 

more straightforward to source a stock image from a reputable stock photography site. The 

Marketing and Communications team has access to such sites. These are often inexpensive 

and of high quality and would not present any consent issues. However, it is more impactful 

to use as many pictures of genuine Suffolk Libraries users as possible.  
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5  PHOTOGRAPHING PEOPLE 
 

Data Protection legislation regards an image of a living person as personal data if the name 

and image are linked or capable of being linked and the person identified. Even if a person 

cannot be identified the principles should be followed including obtaining consent. 

 

5.1 Consent 

 
For photos being taken by Suffolk Libraries staff for Suffolk Libraries purposes, it is suggested 

that consent should be obtained before taking photos.   

 

A short announcement should be made to those present before an event or activity starts, to 

make people aware that staff, the press or other customers may be taking photos to give 

people the opportunity to make it clear they do not wish to be photographed or to remove 

themselves or their children out of camera shot.  

 

It is particularly important to try to seek written consent for anyone under 18 using the 

standard photo permissions form which their parent/guardian should complete. If old 

enough to understand, a child should also be asked for their permission too. The forms 

should make it clear what the photo might be used for and should be dated so they can be 

cross referenced with the photos at a later date.  

 

It is also sensible to seek consent from someone who is responsible for a vulnerable adult 

who may be photographed. A vulnerable person is described as someone “…who is or may 

be in need of community care services by reason of disability, age or illness; and is or may be 

unable to take care of unable to protect him or herself against significant harm or 

exploitation.” 

 

Consent forms need to be kept locally for as long as the photos are retained (i.e. three years). 

Consent must be freely given but can be withdrawn at any time.  If that happens the decision 

must be respected and everything reasonable done to remove the image in question. If 

permissions are taken before an event but no photos are taken, then there is no need to keep 

the forms. 

 

There are exceptions to the need to obtain written consent: 

 

• Verbal consent can be considered appropriate for adults.  
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• Press photographers will not seek signed permission at public events they have been 

invited although it is always helpful to make people aware who they are and that the 

photos are likely to appear in the paper.   

 

• Permission is not required if someone’s face is not visible such as a back view or if they 

are out of focus, but it is still good manners to make them aware you are taking 

photos. 

 

 

• It is not possible to obtain consent from everyone at a large public event, but images 

must not be used out of context or if there is any reason to believe someone would 

suffer harm or distress by appearing in it. As mentioned above, it is good practice to 

make people aware that photographs are going to be taken. 

 

Press photographers will often ask for the names of people in any photos they take in order to 

publish detailed captions alongside to describe what’s happening, if they show an individual 

or small group. If people are unwilling to give their names or that of their children, for 

whatever reason, this decision must be respected. Sometimes the press may be happy with a 

first name but it is important to understand that refusal to give a name may result in the 

photo not being published so it may be easier to clarify this before photos are taken.  

 

Schools have their own policies and procedures regarding photos taken during the school 

day which includes school visits. As schools have these photo permissions it is not necessary 

for the library to gain additional consent. If photos are likely to be taken during a school visit 

library staff should make a habit of asking school staff if any pupils or students cannot have 

their pictures taken. 

 

5.2 Children 

 
Photographing children is probably the main focus of this policy, and causes the most 

concern because of child protection and safeguarding.  Our aim is to: 

• Protect their identity by ensuring images are not used by Suffolk Libraries alongside 

their names or personal information and as little information as possible to prevent 

then being traced. 

• Prevent inappropriate images being taken. This is easier in the library context than 

elsewhere but still requires the photographer to think about how the image could be 

viewed. 

• Prevent images being copied or misused as far as we can. 
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Difficulties arise at group events where family members and carers wish to take photographs 

of their own children and other children may be included. The intention is not to be heavy-

handed, but staff need to ensure everyone feels safe and comfortable in a library and legal 

rights are protected. There is an element of common sense and parents do have a 

responsibility to make others aware if there is an issue.  

 

Where possible, people should be given the chance to opt out at the beginning – see 5.1. Most 

people who have a problem with having photos taken make this very clear and most 

concerns can be resolved by talking to those having their pictures taken or their parents. 

 

Some people are quite happy to have their children photographed for general publicity or the 

local paper but may be more cautious about photos being shared on social media. Therefore, 

if this is a possibility they should be made aware of this and the permissions form does 

provide them with an option to opt out of online media. 

 

If children are attending as part of a school group, their teacher must be asked to confirm that 

they have prior consent from parents for photography. It is advisable to check this and ensure 

the school staff are aware of how and where photos might be used. If a child has been opted 

out of photographs the school staff member should indicate which child this is discreetly, and 

library staff should not ask for the reason for this. This should be done in person and not 

requested via written correspondence.   

 

If several children in a group can’t be photographed, consider taking some individual photos 

or if it becomes impossible to avoid those who we can’t photograph, then it’s sometimes 

easier not to take any.  

6    THE INTERNET AND SOCIAL MEDIA  
 

Staff should be aware that extra care must be taken when sharing photographs on social 

media or the Suffolk Libraries website.  

Once a photo has been shared online it can be downloaded and shared by anyone so it is then 

effectively impossible to stop it being copied. Extra care should therefore be taken to ensure 

that people are aware photos may be shared online which is why there is a separate tick box 

option for web and social media in the photo permissions form.  

Photographers from the local newspaper will not seek written permission from people if they 

are taking photos in the library but it is also worth bearing in mind that press photos also 

often end up online too and will be accessible for many years. This is another reason for 
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making people aware that the press are taking photos to give them the option of moving their 

children out of shot or making the photographer aware they would prefer their children are 

not photographed. 

If you are posting photos on social media you must consider the following: 

• Do you have permission? 

• Can the person/child picture be identified from the photo or any description? 

• Is the image appropriate? Could it cause embarrassment, upset or abuse? 

• Is it open to misinterpretation? 

• Is there a good reason to share it? Is it interesting? 

 

During COVID-19, library activities have not been taking place in our physical spaces and most 

activity is online. It is important to still follow the general rules set out in this policy. If you’re 

taking a screenshot or a video clip or someone during an online meeting or activity, you must 

seek permission before sharing this publicly. For example, if a parent sends you a photo of 

their children enjoying an online storytime session, remember to check they’re happy for you 

to share on social media.  

7 LIBRARY INTERIORS 
 

Occasionally requests are made to photograph or film library interiors from students as part 

of projects or from television companies. This is permissible providing there is no disruption 

or inconvenience to users. The rule is people should be excluded as far as possible but if they 

are in shot they should be unidentifiable, they should be told what is happening and asked 

for permission. Ultimately it is up to the Library Manager whether filming takes place but you 

should keep the Marketing and Communications Manager informed or seek advice if you are 

unsure. 

 

If the request comes from a film company or commercial organisation the request should be 

discussed with the Marketing and Communications Manager as Suffolk Libraries will often 

seek to negotiate a fee for this.  

8 OTHER ITEMS 
Photographing artwork, book covers, recording sleeves is covered by the Copyright Act and is 

illegal unless exemptions apply or the copyright has lapsed. 

 

If you have any concerns or questions about photography please contact the, Marketing and 

Communications Manager on 01473 921263 or email james.powell@suffolklibraries.co.uk 

mailto:james.powell@suffolklibraries.co.uk

