
 
Loud and Clear Workshop  
How To Take Great Pictures 
 

 
 

Do 
 
Exposure 
 
Make sure the camera is set to automatic (normally a P or a green symbol) 
 
Look out for high contrast (very dark or bright) items in the picture that may affect exposure 
 
Hold the camera really still using a human tripod if necessary 
 
Be aware if the flash is going to be used by the camera 
 
Composition 
 
Make sure you have all the relevant people and props to tell the story in the picture 
 
Focus on the most important part of the image which is not necessarily in the centre of the image 
 
Get the people to act in the picture the part they are playing in the whole story 
 
Arrange to have props present when you set up the shot rather than trying to find them when you 
are taking it. 
 
Fill the frame but leave a bit of space around the main part of the image for the end user to be able 
to move it around on a page. You can always crop in but you can't crop out. 
 
Captioning 
 
It is vital that you write down the names in order of the people who appear in the picture and say 
exactly what they are doing and why. 
 
Captions should be attached to either the image or be sent in the body of the email that the 
pictures are sent in. 
 
Always put the name date and contact telephone number of the photographer and the main 
contact in the picture somewhere in the caption so the end user has someone to contact if they 
have a question about the image or the story. 
 
Make sure all minors have the consent of a parent or organiser to be used in a picture and named 
and published 
 
Size 
 
All pictures should be sent to the end user at a size that they can use for their publication but not 
so big as it will shut down their system while it downloads 
 
Compression should normally be set at between 6 and 8 if you are using Photoshop 
 
Try and send a couple of images, one in a landscape format and one in portrait format 



 
Don't 
 
Exposure 
 
Don't - Stand people in front of a very bright or backlit background like a patio door or big windows 
as it will confuse the camera and underexpose the picture 
 
Don't - Make sure you allow for people wearing glasses if you are using the flash. Tilting their head 
down or up slightly will reduce the flare. 
 
Don't - Use the flash when there is enough available light. 
 
Don't - Hand hold the camera in very low light. There are many things you can put the camera on 
in low light to keep the camera still. 
 
Composition 
 
Don't - Have people looking in all different directions when the picture is taken. They must all be 
paying attention at the time the shutter releases. 
 
Don't - Have all the tall people on side of the picture and don't have all the men standing together 
or indeed the ladies 
 
Don't - Shoot the image too tight as you may miss off something important and don't shoot from 
too far away as the surrounding area will become part of the image. 
 
Don't - Have a load of people holding a massive cheque with a free advert for a bank on it. 
 
Captioning 
 
Don't - Ever assume that you know how someone's name is spelt as Martin Peters can also be 
Martyn Pietres and you will get a call from him when it is published incorrectly. 
 
Don't - Assume people know you are going to try and get the image published. They need to know 
that their picture and name will be in the public domain BEFORE they agree to appear in the shot. 
 
Don't - Write the name of the school or institution you are taking the photo at as you know it. St. 
Edwards School in Windsor is actually called St. Edwards Ecumenical Primary School. The staff 
get very irate when we publish this wrongly as they are very proud of their establishment 
 
Don't - Forget to read through the caption and check everything, as a typo is as bad as an error 
and indeed is one 
 
Size 
 
Don't just shoot the shot and email it. Understand how big the shot will be when you attach it to the 
email. 
 
Don't - Attach to many images to an email as it will take longer for the end user to sort them and 
download them. Just send what you want them to publish 


