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Publisher style guidelines for considering the use of 
photographs 

DOCUMENT VERSION: JULY 2025 

 
These guidelines help authors correctly cite photographs in scholarly works, ensuring proper attribution, 

academic integrity, and compliance with copyright or Creative Commons requirements. They also 

outline Alt Text standards to meet accessibility regulations (e.g., the EAA), making figures 

understandable for all readers using assistive technologies. Following these instructions supports 

responsible, ethical, and accessible scholarly publishing. 

 

1. Basic format:  

• When including a photograph in a scholarly publication, the source should be cited 
directly beneath the image with a short caption or citation. This typically includes 
the figure number, a brief description of the image, and a source attribution. 

 

Example format: Figure 5.1: [Brief description of the photograph]. Source: 

Reproduced and published in [Year of publication] with permission of 

[Photographer/artist name], [Title of image or photograph], [Year], 

[Repository/Collection], [URL if applicable], [Creative Commons License], 

[Creative Commons License URL]. 

 

2. Key elements to include: 

• Figure number: Assign sequential numbers to the figures in the chapter to allow 
easy referencing within the text, starting from 1 and ending with the total number 
of figures in the chapter (e.g., 5). Each figure should be labelled in the format 
‘Figure (Chapter Number).(Figure Number)’ to indicate its position within the 
chapter (e.g., Figure 1.5 refers to the fifth figure in Chapter 1). 

• Brief description: Provide a short, clear description of the content or relevance 
of the photograph. 

• Source attribution: For a photograph you did not take, include the photographer’s 
or creator’s name, the title of the photograph (if applicable), the date of creation, 
and the repository or collection where the image is held. For online images: Include 
a URL or DOI, as well as any usage license (e.g., Creative Commons). 

• License or copyright information (if applicable): If the image is under copyright, 
include proper credit or permission statements. If it’s a Creative Commons image, 
indicate the license type (e.g., CC BY 4.0). 

 

3. Placement and formatting: The source should be placed immediately under the image, 
formatted in a smaller font size than the main text. Make sure the citation is clear and 
concise, adhering to the publisher’s style guide. 

 

4. Using your own photographs/figures: If you are using a photograph you took/figure 
you created, you can simply state: Figure 5.1: A view of the Andes mountains in Peru. 
Source: Photograph by the author. Copyright [YEAR PHOTOGRAPH TAKEN] © 
[AUTHOR’S NAME/SURNAME]. 
 

5. Alt Text compliance: To comply with the European Accessibility Act (EAA) and ensure 
your published book can be indexed in all renowned indexes and repositories, please 
add alternative text (Alt Text) to all figures in your manuscript. Alt Text provides a brief, 
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meaningful description of the figure’s content, enabling readers to understand the 
information conveyed using assistive technologies. Tables are excluded from this 
requirement.  

• Alt Text description rules: 

o Length: Minimum five (5) words, maximum 125 words (or up to 600 

characters). 

o Focus on describing the essential message or key information the figure 

conveys. 

o Avoid excessive detail: Alt Text should support understanding, not duplicate 

every visual nuance. 

o Avoid unnecessary phrases like ‘image of’ or ‘picture of’ – go straight to 

describing the content. 

o Keep the description factual and neutral; do not interpret the figure beyond 

what it shows. 

o If the figure includes text, include the most important textual elements in the 

description.  

o Ensure correct spelling and grammar in all Alt Text entries. 

 

• Examples of appropriate Alt Text: 

o Bar chart comparing carbon emissions in four countries from 2000 to 2020, 

showing a 30% decrease in Germany and a 15% increase in the USA. 

o Line graph showing renewable energy investment growth from 2010 to 2020, 

with a steady upward trend from US$1 billion to US$4 billion. 

o Photo of a flooded urban street in Shanghai after a typhoon, showing 

pedestrians wading through knee-deep water. 

 

• How to insert Alt Text (example for Microsoft Word): 

o Right-click on the figure. 

o Select Edit Alt Text. 

o Enter a concise description of the figure in the Alt Text box. 

o Leave the ‘Mark as decorative’ checkbox unchecked (unless the figure is 

purely decorative). 

 
 

mailto:books@aosis.co.za

