GUIDELINES FOR USING IMAGES IN YOUR ESSAYS

Referring to Works of Art 

a) When citing the title of a painting or sculpture for the first time in the text, give full 
details of date and location. For example: ‘ … this technique can be identified in 
Botticelli's Mystic Nativity (1500, London, National Gallery) and in the Apollo and 
Daphne by Gianlorenzo Bernini (1622-1625 Rome, Villa Borghese) ...’. 
Subsequent references to the same work normally require only the title, but 
sometimes, when an artist has produced several works of the same subject (such as 
Cézanne's paintings of Mont Sainte-Victoire), it is necessary to specify the particular 
one referred to by identifying it by date and/or location. This avoids unnecessary 
confusion. 

b) Titles of works of art should always be italicised. Bear in mind that for pre-modern works of art, the conventional ‘titles’ used only reflect the conventional ways in which the work is described, and not a ‘title’ in the sense of a name given to a work by an artist. In these cases the titles given to such works may vary, and may change according to the language of the book or article or website in which the work appears. So you might see ‘Ognissanti Madonna’ or ‘Madonna d’Ognissanti’. Use the English translation of the title: you will usually be able to find this by consultation 
of basic works in English. 

c) References to architectural works should be in normal script, not italicised, but 
should have dates and locations. For example:
 ‘ … the church of S.Giorgio Maggiore by Andrea Palladio (begun 1566; Venice) ...’. 
Sometimes you will find variants of the same building, such as ‘Scrovegni Chapel’ 
and also ‘Arena Chapel’. Use what appears to be the most conventional title in the 
English-speaking works. 


Inserting images and image captions in your work

Any image included in an essay or dissertation requires a caption. Use the ‘Insert – Photo – Picture From File’ function in the menu along the top of the page and keep the image in-line rather than wrapped. Then click on the image and use the ‘Insert – Caption’ (under ‘Insert- Footnote) function along the top menu. This will bring up a caption box with ‘Figure 1.’ ‘Figure 2’, ‘Figure 3’ automatically and consecutively. Click ‘OK’ and then manually write in the image details in the caption box. The convention for images is:

[bookmark: _GoBack]Name of artist, name of work, year, medium, size (if known) building in which the image is hosed, place. Image attribution (for example – Image: The Metropolitan Museum of Art, NY) or Image: Wikimedia Commons).

Never include a URL as part of your image caption. 
Never footnote an image caption.
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