U.K. Libraries Web Site

 IMAGE GUIDELINES
Policy
The website image policy is intended to insure that images contained within our site are appropriate, accessible and functional.  If you have questions about how to comply with this policy, contact Web Administration for help.
Requirements
1. All images should be to enhance the intended purpose of that library page.
2. Image use should comply with Section 508 of the Rehabilitation Act.  Most importantly:  Use the “alt” attribute for all images.  The alt attribute specifies alternative text describing the image, particularly useful for visitors using a text reader.  For decorative images that do not convey page content, use alt="". See the WAI Guidelines for more information about web accessibility.  (ADA requirement)
3. Limit use of animated graphics, large graphics, graphics that are not related to or necessary for your page content.  (Affects page download time)
4. Use formats that are native to web browsers and do not require a plug-in:  GIF, JPEG, PNG (General usability issue)
5. Specify height and width values for each image.  Specify actual dimensions for each image.  Do not “resize” images by specifying a different size in the HTML.  A large image that is delivered as a smaller size takes just as long to download.  (Affects page download time)
6. Do not point to images hosted on non UK Libraries servers.  Images you use should be stored on our servers so we have control over the file.  (If you point to an image on another server, it may be taken down without your knowledge.)  Do not point to images in the old library site.  If you need an image from the old site, ask Web Admin to move it.  (General usability issue)
7. Obtain permission before using images you did not create. The content manger for the page takes that responsibility. Please note that images from licensed resources such as ARTstor may not be used on library web pages (Copyright compliance)
8. Obtain permission before posting photographs of people. See http://www.uky.edu/PR/For_UK_Personnel/photo-image_form_faqs.html for information and permission form.  (Privacy  issue)
9. Use of official UK logos must comply with UK Graphics Standards:  http://www.uky.edu/Regs/Graphics/. (UK compliance)
10. Image use must comply with UK Web Policy: http://www.uky.edu/Regs/WebPolicy/. (UK compliance)
 Recommendations
1. Use proper code for image tags.  Example: 
<img src=“young.jpg” width=“100” height=“120” alt=“Young Library” />
2. Suggested file size:  No larger than 500 pixels total width + height.  Keep file size under 35k. At all times the smallest, most compressed possible image for the site must be considered the optimal image to use.
3. Large images can be re-sized using image editors.  Contact Web Administration if you need help.

4. Use of `progressive' JPEGs and `interlaced' GIFs is encouraged for larger images, as this allows viewers to decide early if they need to wait for the entire image to load before moving on. Contact Web Administration if you need help.

5. Consider using clickable thumbnail images linked to the larger image file, to let the user decide whether to download a large image.

6. Large collections of images should be considered a special project.  Contact Web Admin before planning a page with a large collection of images. You may be referred to Digital Programs or TASC depending on the nature of the project.  
7. Large images or large numbers of images can make pages slow to load.  Test your pages via http://www.websiteoptimization.com/services/analyze/ to estimate download time by various connection speeds (i.e., see how long a dial-up user has to wait to see your page!)

How to insert images

1. Image files must be posted to the server by Web Administration, but the coding to include an image on your page can be done via the editor.
2. If you are not comfortable with HTML, contact Web Administration to add images to your page.  If you have a new image (one that doesn’t exist on the website currently), send the image file along as an attachment.  Indicate which page should contain the image (copy the URL) and any specific requirements about image placement. 

3. If you are comfortable with HTML, you can insert image tags using the Staff Side editor (Widgeditor).  You can code the image directly in the HTML view.  The Widgeditor also supports copy/paste from existing web pages or Word documents.  If you enter an image by pasting, review the underlying code to be sure the image link is pointing to the correct location.
Web Administration Role

1. Contact Web Administration (WEBADMIN@LSV.UKY.EDU) if you have questions or need help altering an image to comply with these guidelines

2. Any new file that needs to go on the web server has to be posted by Web Admin.  Once the new file is up, you can add the link or ask Web Admin to do that at the same time.

3. Any image that effects the technical operation of the web site will be removed until a technical solution can be found.
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