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Photography Management Standard Operating Procedure (SOP)
Objective: Photographic evidence can be a vital part of establishing an enforcement case.  This SOP provides guidance to compliance inspectors on equipment, general photography documentation procedures, and archiving photographic records.  The SOP is intended to provide a basic set of procedures that offer statewide consistency on obtaining and maintaining evidence. However, the following procedures will not limit the admissibility or use of photographic evidence in any litigation proceeding.  For details on inspection protocol and procedures, see also the SOP for Conducting and Reporting Air Source Inspections.
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I. Equipment
A. 
Camera

i. It is necessary for all compliance staff to have access to a camera.  Though a 35mm film camera is still acceptable, a digital camera is the prevalent technology and is recommended for use.  The camera should be durable enough and relatively simple to use in harsh environments.  

ii. Ideally, the camera should be capable of taking flash photos, wide-angle photos, macro-photos and telephotos.
iii. Inspectors should carry extra batteries and memory cards/sticks (or film).

B. Storage media

i. It is necessary for all compliance staff to have access to a password-protected computer in order to store digital photos.

ii. It is necessary for the computer to have software that will facilitate the saving and viewing of digital photos.  [If a film camera is used, the film should be developed onto a photo cd (compact disc) or other comparable digital media in addition to, or instead of, having of prints made.]
C. Photo Log

A paper or electronic record should be maintained to log photos taken in the field.

II. Staff Protocol On-Site

A.
Staff should take an adequate number of photos to illustrate the points of concern at a facility, in particular, any potential violations.
To the extent possible, these photos should show fixed points or landmarks that can be used to pinpoint where a potential violation occurred.  Placing an item in the photograph can convey size adequately (e.g., a person, pencil, or paper clip).  Staff should take a close-up shot, mid-range shot, and wide angle shot of the subject when it is difficult to convey dimensions of a particular emission or facility component.  Photos should accurately reflect what the inspector is seeing.
B. 
A photo log should be created, with entries made at the time that a photograph is taken, identifying to the extent possible:
i. the date and time the picture is taken (Note: if possible, the camera should be set up to have the correct time and date stamped on the face of the photo. However, the photograph should be composed in such a way as to avoid having this stamp cover any object of importance in the shot.)

ii.
number of each photograph (to correspond with site map)
iii.
name of facility

iv.
description of object/subject of photo (emissions unit, source, potential violation, etc.)
v.
the type of camera (digital or film camera and, if film, film type; phone camera; etc.)

vi.
picture/frame number (if a site map was obtained, also place this number on the map where the subject/object of the photo is located.)
vii.
description of the location of the subject/object of the photo
viii.
description of where the photographer was located relative to the location of the subject/object 

ix. the name, title, and company of any other individual present when the photos were taken.

C.
An audio recording involves the electronic communications privacy act so, if a digital camera is used in “video” or other mode which includes sound, let any recorded party know or consent to the recording prior to beginning the recording.
III. Staff Protocol Off-Site (Data Storage)
A.  Once a compliance inspection is completed, staff should treat all photographs as evidence and as part of the inspection report.  An effort should be made to complete the download of any photo cd, or memory disc or stick, to the inspector’s password-protected computer (or develop the film) and properly label the photographs as soon as possible.  Photographs should be filed with the inspection report for the facility in a manner consistent with office policy. Photographs that have been requested and agreed to be filed as confidential should be labeled and filed as such.
B.  Original photographs should not be altered and should be stored in their original format (e.g., .jpg, etc.) If the inspector plans to edit a photo to better delineate what was observed, then a second photo must be created, saved and identified as such. If any techniques are applied for enhancement it should be noted in the description of the copied photograph. 
C. Once the original photographs have been saved to a password-protected computer, the photographs can additionally be stored in a general folder for other staff to utilize.  However, if an enforcement case has been initiated, it is preferable to do this after the enforcement case is closed in order to maintain confidentiality by limiting access to the photos to the attorneys, management, and administrative staff.
D. The photo log should be stored in the same file as the photos.

