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Royal Albert Memorial Museum

Guidelines for Community Editors of the Living Here… website 

v. 4 February 2009 

Thank you for becoming an editor for the Living here… West of the Exe website. These guidelines covers the following topics:

1. Atmosphere of the site

2. A range of voices keeps the site lively

3. Confidentiality

4. Four basic steps to sub-editing

5. Is there anything that should not be published?

6. Contacting contributors

7. Editors can help to suggest journeys through the content

8. Formatting of content 

Titles and credits

Text

Images

Metadata

References

9. What’s the difference between writing as a contributor and writing in the role of editor?

10. Readability tools

11. Other useful documents and contacts at RAMM

Bibliography.

Sources quoted in this document are identified in square brackets within the text.

Appendix 1 – Style Guide 



1. Atmosphere of the site

In days gone by St Thomas, Exwick, Cowick and Alphington were places in their own right, set apart by the River Exe. Today they are neighbourhoods within the thriving city of Exeter. 'Living Here... West of the Exe' involves communities uncovering what is special about life in Exeter on the west side of the river. 

The website is set up to be a warm and friendly with a sense of fun and celebration.  This is underpinned by more in-depth research for visitors to find if they choose to look for it. It’s a site for community contributions, sharing, discovery and queries.  The website will be eclectic and maybe a little quirky. You might not personally agree with everything, but a range of views makes for an animated and interesting website!

The Living Here initiative celebrates ‘sense of place’.  People use the site to share stories, memories, snapshots, research and observations of life west of the river. Together all the contributions tell a bigger story. Just like RAMM, the site is about much more than history. Individuals and groups might add things about wildlife, the landscape, travel, art, or local identity and how they fit in west of the Exe and in the wider world. The website is for people of all ages and backgrounds, from teenagers to teachers, families to local historians. It's a place for communities to share, discover and have dialogue.

2. A range of voices keeps the site lively

Almost all contributions to the site are welcome and valid. As a moderator you are not asked to correct or substantially cut any contributions.  People write in a range of styles.  Sometimes grammar needs to be technically incorrect to keep the sense of the personal voice of the contributor. In other contributions a more formal voice will best reflect the depth of scholarship that underpins the page.  It is this diversity of voices that will give the site life and atmosphere. 
Here are two examples from the development site [10/10/07]:

Example 1

My favorite hobbies are hanging round with my m8s, going shopping, looking after the kids in my family, and also spending time with all the family. 

My b-day is on the 28th of february im going to be 16. My favorite food is curry, chilli con carne and roast dinners.

Example 2

Confirmation of the mercantile symbolism of the portrait is visible on the sealed envelope as a segmented circle. Such marks had for centuries been used by merchants to enable instant recognition of their goods in transit and, as here, these were often applied to mail and documentation.

A young person locally writes the first example.  There is no need to correct the spellings and grammar or re-format the numbers and dates.  It is intended to be a slang piece using terms such “m8s”[mates]. The second example is written in a learned curatorial style and is based on considerable research.  Again there is to no need to edit this piece to make it more accessible.

3. Confidentiality

Maintaining this website would not be possible without the support of volunteers and RAMM really values your contribution.  In your role as a Community Editor you may see documents and e-mails, and be involved in conversations with RAMM staff, which would not normally be public. RAMM staff are required to maintain professional discretion about our work. Most things are considered confidential beyond the immediate colleagues who need to see them in order to work on a given project. We ask volunteer community editors to follow the same professional approach in this role.  Please do not share any RAMM internal papers, e-mails or passwords with others beyond the immediate Community Editor team and RAMM staff who are involved with the West of the Exe initiative. 

4. Four basic steps to sub-editing

Your main role is to moderate material i.e. to look for unacceptable or inappropriate content (see Section 5), rather than edit for style and grammar. Please follow these four steps: 

1. Read the piece in its entirety. Check it makes sense, that it’s finished (some entries are not!), and that any references to photos etc. match what’s on the page. Remember to check the image captions too.   
2. Correct any glaring typing errors, but you may choose to keep in spelling errors within the spirit of the Section 2 on Voices above.  

3. Ensure there is a blank line-space between each paragraph. 

4.  Insert sub-headings (approx. every 15 lines) if possible to break up the text.  

· Use the sub-headings drop down in the Add words box.  

· Sub-heading should be in ‘sentence case’ (i.e. a capital letter at the beginning of the sub-heading, but lower-case thereafter)

· The sub-heading can often simply be a phrase drawn from the paragraphs beneath the sub-heading

Please do this sensitively.  Respect contributions, including images, that already show carefully considered formatting.  For example a poet may write only in lower case.

5. Is there anything that should not be published?

Some of the material submitted will not be suitable to publish on the site.  

This includes 

· material which would be illegal or unreasonable for RAMM to publish

· material which is inappropriate, for example a contributors’ home address, phone number or personal e-mail address included in the contribution (unless they are an event organiser and this is linked to the community Events listings)
· advertisements for a business or commercial service.  (There will be times when it is appropriate to give credit to a local business for their support, or to promote a community event in the calendar.) 

· political and religious slogans and logos
· links to other sites which fall outside of the editorial policy. Hotlinks to other websites are included at RAMM/the editorial teams' discretion and will normally be to reputable not-for-profit organisations and/or educational content.   
· material which clearly infringes copyright e.g. images borrowed from other websites. There is a section on copyright in the ‘Terms of Use’ page of the site, accessed from the bottom of the home page or at the following address: http://www.livinghere.org.uk/page_id__8.aspx   Brief guidance on Copyright and Intellectual Property on the web, prepared by the Digital Media Officer at RAMM, is included in an Appendix to this document. Visitors to the Living Here site are invited to alert the site administrator by e-mail if they consider copyright is infringed.
Some comments may take the form of ‘trolling’, where people use the website comment facility to flag up a contentious or problematic issue which is not really relevant. If you feel that a comment is ‘trolling’ you may like to find out more about ‘netiquette’ and trolling from these links: 

Netiquette
 http://en.wikipedia.org/wiki/Netiquette

Trolling

http://en.wikipedia.org/wiki/Troll_(Internet)

Flame War 
http://en.wikipedia.org/wiki/Flame_war

Please do not delete large chunks of unsuitable material. Once it is deleted it is gone forever. Rather please leave anything questionable as Unpublished and add ‘For next editors meeting’ to the title. Then bring it to the next editors’ meeting for discussion. In the meantime send a short e-mail to the contributor explaining that their contribution will be reviewed by the editors and they will be contacted again in due course (see also Section 6 on Contacting contributors). 

6. Contacting contributors

Should you need to contact a member of the public about their contribution please do this through the Living Here editors e-mail address rather than your personal e‑mail address.  This will avoid volunteer editors being in direct contact with contributors over difficult issues. The group can make difficult decisions, with individual editors remaining anonymous to the public.

To use the editors e-mail [instructions to follow shortly SS 4/2/09]
7. Editors can help to suggest journeys through the content

We hope that the structure of the site will encourage visitors to make journeys through the content.  The site offers different angles to explore a ‘sense of place’.  Material includes stories, local expertise, personal opinion, instruction, information, questions and queries and curatorial interpretation. 

You are welcome to add links and connections across pages and between categories. Look for opportunities to signpost people from stories to objects to research to finding out more. There are several ways to do this.  You could use them in combination.  
Be creative!

· Add a new page that is a short summary of a longer piece to draw people in Add hotlinks from one page to another. 

· Add hotlinks to other websites, where particularly relevant. 

· Add a new page with content that gives background to someone else’s contribution.

· Create a new (sub) category to gather connected pages together

· Use the editor’s functionality to create an album if you feel a particularly interesting or unusual theme is emerging that links several independent contributions.

Format for adding hotlinks. 

When you use a piece of text as a link, try to avoid just using the words ‘click here’. This is because people with visual difficulties often use a screen reader, which converts text on a website to speech. When somebody uses a screen reader to choose one of the links on your page, they will only hear the words used for the link. Just hearing ‘click here’ will not give any idea what the link is for. [See Ref.1, below] 

When you create links please add a few words to summarise the content of the link. This is the format used by the RNIB as in the example below from www.rnib.org.uk [Accessed 24/10/07]:

Your stories

Bob's story - After retiring from paid work, Bob wanted to give something back. He now supports other volunteers who collect donations in his local area. "Volunteering for RNIB has given me a big part of my life back. I help improve the lives of blind and partially sighted people through the money I help to raise." Bob's full story
Please don’t add too many of these journey tools, and keep them fairly simple.  There is a balance.  In his book on ‘The Laws of Simplicity’ [see Ref. 2 below] the graphic designer John Maeda talks about the pleasure of being “comfortably lost”.  People need some sense of having explored by themselves.  Without this they won’t experience the joy of unexpected discovery.  Imagine a day out on Dartmoor or the Devon coastal footpath.  If detailed signage was attached to every gate or rock the experience would be somehow spoiled. 

Instructions on how to add hotlinks are in the ‘Text Box Functions’ tutorial. 

8. Formatting of content 

Some members of the public who submit contributions will just concentrate on the content.  You may need to add a title and sub-title. Again please reflect the tone of the contributor’s voice as much as possible.

8.1 Titles and credits

· Where possible use the title and sub-title to balance the factual and imaginative. Use one to give a factual sense of the content. Complement this with a more evocative title that intrigues or gently amuses the reader. 

· If the type of content is an opinion/personal view, the sub-title can be a phrase from the text (e.g. ‘Liz remembers the floods when she was a schoolgirl. It seemed like an adventure at the time.’)

· The tone and vocabulary of the title/subtitle can be used to attract a particular audience. 

Title usually fewer than 7 words


Sub-title target length should be 7 words

Examples of titles and sub-titles

PAGE TITLE 



Pirates in St Thomas?

SUB-TITLE



‘Piece of 8’ found locally

PAGE TITLE



Family overseas?

SUB-TITLE



Trace your roots beyond Britain  

PAGE TITLE



Mrs Letts, Wardrew Road

SUB-TITLE



Student digs in St Thomas

Author credit

The author’s name automatically appears in the ‘By’ line (note the capital B). Contributors enter their name as they would like to appear on the site when they first register and can modify this at any time. On interactive sites it’s common for contributors to be able to protect their identity by publishing under a nickname. Their full details will still be ‘on file’ just not visible on the site.  

· By Joe Bloggs  (NOT by Joe Bloggs)

· By Jenny

· By Sam-the-man

Where the perspective/occupation of the author is particularly significant (e.g. eco-warrior, local historian, long-term resident), this can be added after the name, preceded by a comma

· By Hazel Harvey, local historian

· By Philippa Wood, RAMM Family Leaning Officer 

If the piece is a transcript of an oral history interview, use the following form of credit:

· Interview with Eddie Marchant, by James Berry
Where a piece is contributed by a child or young person please edit it to protect their identity. It should not contain a combination of information which would mean the child could be subject to unwanted contacted. So, for example, if the child’s school is named please remove their surname. Only use a young person’s full name if they cannot be easily identified by the content of the piece.  

· By Jessica, West Exe Technology College

8.2 Text

Some people will submit text expecting that the moderators will check and amend obvious typing errors.  Use a light touch in editing.  Keep rather than delete if you are not sure.  If you are still not sure bring the piece to the editors’ meeting.  

Long contributions of text can be off-putting and difficult to read on screen. Where someone submits a single ‘page’ of content which runs over at least three screens please divide this into two or more linked pages. Label them Part 1 and Part 2 (etc) and add subheadings. Where content runs over five or more screens this may be better turned into a PDF. You would then need to write a short summary page and attach the PDF to this page.

8.3 Images

Captions

Some people only read picture captions, 
so make sure they make sense on their own. [Ref.1 below]
The caption should normally give enough details about the image to be useful to visually impaired users whose screen reader will read the pop out text on the image. Here’s how the nationally recognised ‘Web Content Accessibility Guidelines 1.0’ explain this with a practical example, below [Source, available8 Jan 08: http://www.w3.org/TR/1999/WAI-WEBCONTENT-19990505/]: 

How does a text equivalent make the image accessible?

In order to be useful, the text must convey the same function or purpose as the image. For example, consider a text equivalent for a photographic image of the Earth as seen from outer space. If the purpose of the image is mostly that of decoration, then the text "Photograph of the Earth as seen from outer space" might fulfill the necessary function. If the purpose of the photograph is to illustrate specific information about world geography, then the text equivalent should convey that information. If the photograph has been designed to tell the user to select the image (e.g., by clicking on it) for information about the earth, equivalent text would be "Information about the Earth". Thus, if the text conveys the same function or purpose for the user with a disability as the image does for other users, then it can be considered a text equivalent. 

Image credits (other than from RAMM’s collections)
This should give full details of the source of the image.

Examples of captions and credits for images other than RAMM collections

Caption
Wedding group circa 1904/06, Fairfield House, St Thomas
Credit             
From the private collection of Ern Quinton
Caption           Photograph of St Michael's Church tower as it stands in 2007 

Credit              Photo by Chris Jago

Caption
Drawing of ‘Hobden’s Royal Baths’ circa 1854

Credit
Image reproduced with kind permission from Brighton and Hove in Pictures by Brighton and Hove City Council

Caption
Map of Queen’s Park circa 1830

Credit
Reproduced with permission of the  ‘Friends of Queen's Park’
Caption
A Mystery Alphington Cottage

Credit
There credit is unknown so we put  - From a private collection

Where an image is used with permission from another website, the original site may specify a particular credit or citation which should be followed, e.g. 

Caption
Cowick from space! (Thanks to Alan D)

Credit
Image Science and Analysis Laboratory, NASA-Johnson Space Center. "The Gateway to Astronaut Photography of Earth."

Images of items in the RAMM collections

Please follow any instructions given by the appropriate curator when publishing images of items in the RAMM collections. If there are no specific instructions please credit as follows: 

· Where the image belongs to RAMM and is an accessioned object from the collections, please state this and give the accession number. 

Example

Roman coin of Magentius (heads). Scale in millimetres

From the collections at RAMM, Accession No.20/1928

· Where the image belonging to RAMM and is a more general shot the usual credit is ‘Royal Albert Memorial Museum & Art Gallery, Exeter’ or RAMM if space is limited.
The following special protocol currently applies to crediting RAMM’s fine art collections: 

· The caption must include the title of work and the artist’s name. All fine art images must be identified as the copyright of RAMM (unless indicated otherwise by RAMM specialist staff):

From the collections at RAMM © RAMM, Accession No. [whatever it is]

Examples of captions and credits fine art

Caption
What a view! Exeter from Exwick by Francis Towne 

Credit

From the collections at RAMM © RAMM, Accession No. X 

Or

Caption
Detail from: Exeter from Exwick by Francis Towne

Credit

From the collections at RAMM © RAMM, Accession No. X
Galleries

Some contributors will use the gallery facility to group images (see for example ‘Work skills in Baker’s Yard’ on the site on 18/10/07).  Maximum number of images in a gallery is twelve. If a contributor submits more than twelve images please break up and group the collection. So for example, a collection of 14 images would probably sit best as 8+6 images rather than 12+2.

8.4 Adding metadata

Captions, titles and credits are useful elements for people searching the site.  Please also use the metadata screen to support future access to this material. Guidance on this is given as part of an editor’s training

8.5 Bibliographic and other references 

Individual contributors of research pieces should include references to their source material.  A page on the site gives basic guidance on how to quote sources.  Where a researched contribution lacks clear referencing please use the editors’ e‑mail to ask the contributor to add them in. You can point the contributor to the guidance page. [Available on 8 January 2008 at http://www.livinghere.org.uk/page_id__119_path__0p26p.aspx]

9. What’s the difference between writing as a contributor and writing in the role of editor?

Writing as a contributor

You are very welcome to add comments and contribute content as a user of the site in the usual way. You will have your own personal style and approach. It’s best to submit this to be edited and published by one of your colleagues, just as you would if you were a member of the public.  

Writing as an editor

Wearing your Editor’s hat you can write material to support other users and fill gaps on the site. This might include creating albums which gather together a series of themed pages in a logical order to create a mini exhibition. [This software is under development. Training will be given in due course. SS 8/1/08]. 

When writing in your role as editor try to make this friendly and easy to read. 
Writing for the web is slightly different from writing for printed publications. The following quotes are from a short article that outlines web-writing principles [see Ref. 3 below].  It is from a journal of the Museums Association, the professional body for the museums sector.  

People read more slowly on screen, so they are more impatient. 

Rather than thinking in paragraphs, think in ‘chunks’. 

You want to give a taster, with related links to encourage people to explore further.

It’s a good idea to check the readability of content that you create in your role as an editor.  Some tools for this are included in Section 10 of this document.

10. Readability tools

We want people with a range of literacy skills to enjoy the site.  The site will be a friendlier place if plenty of content is easy to read. We’re not in control of the readability of contributions, but we can set the tone in editorial content we write.  Here are some useful tools to check the readability of your own editorial content (Ref 4. below).

The Fog Test

The Fog test provides a rough guide to readability of text for general audiences. It is based on the average number of words per sentence. You can count this using a Readability Statistics Tool (see below), or by old-fashioned counting:

Step 1:  count 100 words, stopping at the end of the nearest whole sentence.

Step 2: count the number of sentences making up the 100 words.

Step 3: divide the number of words by the number of sentences to find the average number of words per sentence.

Check your readability rating on the table below. (This document has a score of 12.5)

Readability rating:

	Average words per sentence
	Rating
	Readers reached %

	1 – 8
	Very easy
	90

	9 – 11
	Fairly easy
	86

	12 – 17
	Standard
	75

	18-21
	Fairly difficult
	40

	22-25
	Difficult
	24

	26 +
	Very difficult
	5


Readability statistics tool (Microsoft Word, on most PCs)

To use the Microsoft Word test, do the following:
1. Go to Tools then select Options
2. Go to Spelling and Grammar tab
3. Click on the Options tab
4. Click ‘Check grammar with spelling’ (if it’s not been ticked already)
5. Click in the box for ‘Show readability statistics’ (you must do this after turning on the grammar option)
Once you have turned it on, statistics will come up at the end of any spell check.  There are two readability scores:  Flesch reading ease and Flesch-Kincaid grade level.  Aim for reading ease of above 50 and a grade level of below 9, which corresponds with ages 14-15years. (This document has a reading ease of 60.4 – Standard - and a grade level of 7.9!)

The tool also shows the percentage of passive sentences. Active sentences are best. 

Active: The tool also shows the percentage of passive sentences.

Passive: The percentage of passive sentences is also shown.

You can also use the tool to check the average number of words per sentence.  Use the Fog Test table to make sense of this.

Plain English

There is an excellent list of simple alternative words the Plain English Society’s 

website. http://www.plainenglish.co.uk/guides.htm
11. Other useful documents and contacts at RAMM

Documents will be provided to editors from time to time. In particular there are a series of written tutorials which cover the main skills and tasks you will need to work on the site. 

Useful contacts at RAMM include:

Living Here editorial policy, tutorials and most website issues

Sarah Scaife, Curator of West Exe (until the end of March 2009)

sarah.scaife@exeter.gov.uk   
01392 665327

Expenses forms, time sheets, volunteer benefits and social events

Rachel Ackerman, Volunteer Co-ordinator

rachel.ackerman@exeter.gov.uk
01392 665984

IT policy and guidance

Rick Lawrence, Digital Media Officer

rick.lawrence@exeter.gov.uk 

01392 665303 
Living Here wider initiative and museum work with communities

Penny Hammond, West Exe Project Co-ordinator

Penny.hammond@exeter.gov.uk 
01393 665306

Senior curator, in case of issues which cannot be addressed by staff above

Julien Parsons, Collections & Interpretation Officer 

Julien.parsons@exeter.gov.uk
01392 665858

Community Sites Ltd, in case of issues which cannot be addressed by RAMM staff above


enquiries@communitysites.co.uk
0845 6801542
www.communitysites.co.uk
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APPENDIX 1. Style Guide

Remember that RAMM asks you to respect the tone of voice of individual contributions and use a light touch when editing contributions. Your main role is to moderate material i.e. to look for unacceptable or inappropriate content, rather than edit for style.  However the following style guide is included as a useful tool for those rare times when it does seem appropriate to correct a contributor’s grammar.  
The Economist Style Guide 

Below are extracts from the Economist Style Guide. This is a useful reference point for sub-editing guidelines on punctuation, abbreviation etc.  The full version of the Economist Style Guide can be found at:

http://www.economist.com/research/StyleGuide/index.cfm   

Ampersand ( & )

Not to be used in general text unless referring to a company or brand where it is used as a convention. 

· Ernst & Young      BUT     My Brighton and Hove

Apostrophe

Use the normal possessive ending of apostrophe s after singular words or names that end in s: boss's, caucus's, Delors's, St James's, Jones's, Shanks's. Use it after plurals that do not end in s: children's, Frenchmen's, media's.
Use the ending s' on plurals that end in s—Danes', bosses', Joneses'—including plural names that take a singular verb, eg, Reuters', Barclays', Stewarts & Lloyds', Salomon Brothers'.

Bullet points

Bullet points should be introduced by a colon (see example below). 

Full stops should be used at the end of bullet points only if the bullet point is a complete sentence. If the sentence is incomplete, no full stop is necessary. Note that full sentences should be grammatically correct and begin with a capital letter; incomplete sentences are all lower case. For example:

· This is a complete sentence. 

· incomplete sentence 

· final bullet in list ends with a full stop.

Bullet points simplify and break down main points into components. They usually clarify meaning and can be used to highlight or provide examples. Bullet points should be used whenever possible and appropriate, but only after the context has been established with an introductory sentence.

Capital letters

Proper nouns - names a specific person, place, or thing.

For example:   Joe Bloggs        Brighton       Royal Pavilion   Tuesday

Edit out contributors unwarranted use of capital letters – eg

Original

“When we were kids we went to the Pictures on a Saturday morning.  We bought Ice Cream and Sweets if we had any extra money.”

Edited

“When we were kids we went to the pictures on a Saturday morning.  We bought ice cream and sweets if we had any extra money.”

Acronyms

BBC    TUC       Not      B.B.C    T.U.C.

Colons

Use a colon “to deliver the goods that have been invoiced in the preceding words” (Fowler). They brought presents: gold, frankincense and oil at £35 a barrel.

Dashes
You can use dashes in pairs for parenthesis, but not more than one pair per sentence, ideally not more than one pair per paragraph. 
Use a dash to introduce an explanation, amplification, paraphrase, particularisation or correction of what immediately precedes it. Use it to gather up the subject of a long sentence. Use it to introduce a paradoxical or whimsical ending to a sentence. Do not use it as a punctuation maid-of-all-work 

Exclamation marks

Never more than one

Edit out contributors over use of these

Full stops
Use plenty. They keep sentences short. This helps the reader. 
Do not use full stops in abbreviations  eg  not e.g.

Inverted commas

If an extract ends with a full stop or question-mark, put the punctuation before the closing inverted commas eg,

“When I was a child I went to the pictures on Saturdays.”

“When you were small, did you go to the pictures on Saturdays?”

Use single ones only for quotations within quotations. 

“When I say ‘immediately’, I mean some time before April,” said the spokesman.


When a quotation is broken off and resumed after such words as he said, the form is: 

“If you'll let me see you home,” he said, “I think I know where we can find a cab.”
Numbers
In body copy, spell out numbers from one to ten,

Spell out numbers at the start of a sentence. 

Use figures for numbers from 11 upwards.

However, in a paragraph listing several numbers relating to the same topic, eg comparing numbers of votes cast, use all figures.

Use a comma for numbers over 999: 1,670.

Omissions

Indicate omissions from quoted text with three full points, with a space on either side, within square brackets [...]
Semi-colons
Semi-colons should be used to mark a pause longer than a comma and shorter than a full stop. Don't overdo them.

Spelling

No Americanisms 

· recognise   NOT     recognize  - never replace ‘s’ with ‘z’

· centre          NOT   center

Square brackets [like these] 

Are used to indicate authorial additions. They indicate your changes to somebody else's text, or your comments on it. 

Examples

 In an interview

“My handbag [laughs] is my most cherished possession.”

If you are quoting a text which requires brief explanation, you would insert your own remarks between square brackets. 

We used to go down there [to the railway station arches] most weekends as lads. Its changed a lot now.

APPENDIX 2. Intellectual Property and the Internet
Rick Lawrence, RAMM Digital Media Officer, offers some general guidance. 
3 September 2008

What is intellectual property?

Intellectual property (IP) is made up of the tangible expression of ideas and concepts. There is no IP protection in the UK for ideas or concepts, only for expression of those ideas or concepts.

Examples of IP protection are:

· Physical products, technical solutions and new inventions are protected by patents and design rights. 

· Literary, artistic, dramatic and musical works are protected by copyright

· Brand names, words, sounds, and even smells, are protected by trade marks

Is all IP the same?

No, different rights can apply. Usually there is a specific IP or copyright statement in this case. IP law varies between countries.

Creative commons is a variation seen on the Internet. CC allows creators to reserve some rights but to allow certain uses of their products and works. Flickr (www.flickr.com) has a section called the Commons where museums and libraries give limited reproduction rights.

Why does it matter?

Items placed on the Internet e.g. photographs, historical accounts, etc have the same IP protection as any other media. They are protected by the owner’s copyright and may only be reproduced with permission.

If you reproduce them without the owner’s permission you may be asked to remove the item or acknowledge the IP owner’s copyright. You may be prosecuted under civil law to stop using the material and if found guilty have to pay damages.

How can I decide what to do?

If something is clearly marked as being in the public domain or for public use you can use it.

For research you often will not need formal permission. Over time rights can expire or may no longer be enforced. The UK Intellectual Property Office advises not to rely on exceptions but to check with the owner and seek permission.

Many public bodies have their own copyright policy. In this case you can contact their copyright officer with a query

What is the key point to remember?

[image: image1.jpg]

Read more…

UK Intellectual Property Office www.ipo.gov.uk
Own-it intellectual property advise for creative businesses www.own-it.org
Copyright for Internet publishing www.web2rights.org.uk
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