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The following rules and guidelines apply to the Phenophase Photo Guides the USA-NPN National 
Coordinating Office and Local Phenology Leaders create as supplemental training materials for making 
observations in Nature’s Notebook. Guides created by Local Phenology Leaders must follow these 
guidelines exactly. Those that meet the criteria, may be uploaded to the Nature’s Notebook species profile 
pages.  

1. Images and text boxes on page one, the front page, can be resized as needed to make everything fit. 
The easiest way to replace the images is to right click on the image, select "Change picture..." and 
choose the file you wish to add. Then use the “Format Picture” tools to resize or crop if necessary. All 
images should have a black 1pt solid line border. 

2. Red font on the document indicates placeholder text that should be revised as appropriate. Once edits 
are completed to match the chosen species, the color of the font should be changed to black font.  

a. The section titled "Why observe?” on page one, depends on the goals of the Local Phenology 
Program or Nature’s Notebook Campaign that includes this species. 

b. The section titled "Tips for identification" on page one, depends on general or local 
characteristics of species. 

c. For the fruit phenophase definitions on page two, copy text verbatim from fruit definitions 
on the Nature's Notebook profile page for the species (the protocol). Again, be sure to replace 
the text in red, “For XYZ species the fruits…” with the fruit definitions in the species profile and 
then change the font to black when complete. 

d. For any phenophase listed in red after "Phenophases not pictured:" check Nature's Notebook to 
see if this phenophase is assigned to the species--if not delete it, if so change the font to black. 

3. To add phenophase images on page two use the tip above--right click on the placeholder image, select 
"Change picture..." and choose the file you wish to add. Then use the “Format Picture” tools to resize or 
crop if necessary. We recommend phenophase images be a minimum of 1.57" x 1.57" however they can 
be larger if there is space available on the page. All images should have a black 1pt solid line border. 
Phenophase photos should unambiguously illustrate the phenophase. In other words, the photo 
should clearly show or demonstrate the text contained in the phenophase definition. If you do not have 
an adequate photo for a phenophase, it is best to leave the "Image Needed" placeholder until a suitable 
photo is obtained. 

mailto:education@usanpn.org
http://www.usanpn.org/nn/education
https://mynpn.usanpn.org/npnapps/species
https://mynpn.usanpn.org/npnapps/species
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4. If you are collecting images from online sources be sure they are of the correct species. Even sites that 
seem to be authoritative can have misidentified images. If you cannot verify the species from your own 
familiarity with it, check images at several other sites to be sure your favorite image for a phenophase is 
consistent with other sources. 

5. For images gathered online, verify that you are permitted to redistribute them, and make sure you 
provide the proper photo credit (attribution) in the photo guide. Include the required information 
underneath the image (i.e. move the “Photo Credit” placeholder text in the template to sit below the 
image). Note that the phrase “Photo Credit” should not be included because it takes up valuable space. 

a. Images in the public domain can be used and do not require attribution. However, we 
recommend they be labeled “Author. Public domain”, or just “Public domain” if the author is 
unknown or wants to remain anonymous. It is not required, but if you want, you can hyperlink 
the author’s name to the online source of the image (as described below) as a courtesy to the 
author and/or anyone that might want to track down a higher resolution of the image for 
another use. 

b. Images that are copyrighted with all rights reserved can NOT be used unless you go to the 
trouble to obtain permission from the author/photographer to use and distribute them on 
Nature’s Notebook phenophase photo guides. If you do get permission, ask the author how they 
prefer the image is labeled in the photo guide—probably with “© Author. All rights reserved”. 

c. Images with Creative Commons licenses of CC BY, CC BY-SA, CC BY-NC and CC BY-NC-SA can be 
used in photo guides. Do NOT use images with either a CC BY-ND or CC BY-NC-ND license as 
these cannot be cropped or modified in any way. These images should be labeled with:  

• Author 

• Source (in some cases) 

• License 

• Modifications if applicable (e.g. cropped, desaturated) 
 

An example photo credit might read:   
 
Sarah M Bruce via Wikimedia Commons. CC BY-SA 3.0 (cropped) 

 
Additionally, the photo credit text for CC-licensed images should include hyperlinks to: 
 

• the original source of the image 

• the Creative Commons license 
 
To accomplish this, the Author and Source text should be hyperlinked to the image’s 
documentation page (e.g. the “Sarah M Bruce via Wikimedia Commons.” part in the example 
above) and the License text to the CC license page (e.g. the “CC BY-SA 3.0”part). The hyperlinked 
photo credit would look like: 
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Sarah M Bruce via Wikimedia Commons. CC BY-SA 3.0 (cropped) 
 

If you are using your own image or that of a friend or colleague that is not posted online 
anywhere except in the photo guide, but for which you’d like to assign a CC license, simply 
include the author name and the license without hyperlinking the author name to a source. For 
example: 
 

Patty Guertin. CC BY-NC-SA 4.0 
 

Hyperlinks should be orange and “Followed Hyperlinks” (color of the link after the user clicks on 
it) should be purple. These can be set in Powerpoint in “Theme Colors” found under the 
“Format” menu. For orange use web safe color #FF6600. For purple use web safe color #660066. 
 
Be aware that according to Creative Commons best practices for attribution, the image title 
should also be included in the photo credit because authors of artistically-composed images will 
often deliberately title their work. However, the nature shots selected for these photo guides 
are usually not titled works. Although they might be labeled with a title at some websites, more 
often than not this text was simply intended as a unique filename or image description, and 
does not need to be included in the photo credit on the photo guide given our limited space. 

d. The following websites are good sources for plant and animal photos. Although you should 
generally follow the attribution guidelines listed at the site where the image was found, it is ok 
to keep the text as short as possible.  For each site we include a recommended citation format 
below to make best use of the limited space on a photo guide document. Notice that these 
examples include two separate hyperlinks, the first for the image source and the second for the 
license (as explained above). 

• USA-NPN galleries on SmugMug – these are our own caches of phenophase photos and 
the proper citation is listed under the title for each image. You can copy and paste it into 
the guide (you might need to Paste Special or Paste and Match Formatting) and then add 
the hyperlinks 

Sara N. Schaffer via SmugMug. CC BY-NC-SA 4.0 

• Wikimedia Commons – by choosing “Image” in the “File type” filter in the “Advanced 
parameters” menu you can limit your search to image files 

Danny S. via Wikimedia Commons. CC BY-SA 3.0 

• Forestry Images / Insect Images – these are image searches for Bugwood.org 

Robert L. Anderson, USDA Forest Service, Bugwood.org. CC BY 3.0 

https://commons.wikimedia.org/wiki/File:Maplekeys.jpg
http://creativecommons.org/licenses/by-sa/3.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
https://wiki.creativecommons.org/wiki/best_practices_for_attribution
https://usa-npn.smugmug.com/
https://usa-npn.smugmug.com/USA-NPN-Plant-Phenophases-Gallery/Chilopsis-linearis/i-FJ2rx52
http://creativecommons.org/licenses/by-nc-sa/4.0/
https://commons.wikimedia.org/w/index.php?search=&title=Special%3ASearch&go=Go&ns0=1&ns6=1&ns12=1&ns14=1&ns100=1&ns106=1
https://commons.wikimedia.org/wiki/File:Acer-rubrum-4829.jpg
https://creativecommons.org/licenses/by-sa/3.0/deed.en
https://www.forestryimages.org/
https://www.insectimages.org/
https://www.insectimages.org/browse/detail.cfm?imgnum=1749071#collapseseven
https://creativecommons.org/licenses/by/3.0/us/
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• CalPhotos – older images generally require written permission for use but some of the 
newer images have Creative Commons licenses 
 

©2015 Zoya Akulova. CC BY-NC 3.0 
 

• iNaturalist – search seems to default to observation data but to get images, type your 
species name in the search box and hit return, then clicking on the thumbnail image or 
species name in the resulting list gets you to a page that has photos 
 

© Claire O'Neill via iNaturalist.org. CC BY-NC 4.0 
 

• Creative Commons Search – this page allows you to search for CC-licensed images across 
other websites, including Flickr. After you type your species name and hit return, use the 
filter “I want something that I can” and select “Modify or adapt” to avoid the ND-
licensed images. Once you find a usable photo, click the “Info” icon and then whatever is 
linked under “Source” (e.g. Flickr) to get to the original source of the photo. Use the 
information at this original location for your citation. Note that CC Search automatically 
picks up a title for the image based on a field for image name which is often a default 
filename (e.g. DSC_1245) or some basic description (e.g. Maple, red leaves). As explained 
above, it is not necessary to include this title in the citation. 
 

joshman29 via Flickr. CC BY 2.0 
 

6. If long definitions cause the text to run over other elements on the page, you can resize the font of the 
definition (but not the phenophase name) from the standard Calibri 11 down to 10 or 9 or 8. If you 
need to reduce the font size for one of the definitions, consider making it the same size for all 
definitions on the page for the sake of esthetic consistency. 

7. The NCO-vetted statement at the bottom of both front and back pages are in strikeout font. Please 
leave this as is. Once the photo guide is checked over by National Coordinating Office staff, we will 
change this to regular font to indicate it has indeed been vetted. 

 

 
 
 
 
 

https://calphotos.berkeley.edu/
https://calphotos.berkeley.edu/cgi/img_query?enlarge=0000+0000+1115+3668
http://creativecommons.org/licenses/by-nc/3.0/
https://www.inaturalist.org/
https://www.inaturalist.org/photos/37200813
http://creativecommons.org/licenses/by-nc/4.0/
https://ccsearch.creativecommons.org/
https://www.flickr.com/photos/7785083@N04/5250028665
https://creativecommons.org/licenses/by/2.0/

