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 Limits on the amount to be copied from one publication
The CLA Licence limits the amount of a publication that may be copied for any one module:

· One chapter or 5% from a book.

· One article from a journal issue or set of conference proceedings.
· One short story or poem from an anthology of short stories or poems up to ten 
pages long.

· The entire report of a single case from a published report of judicial proceedings.



If you wish to hand out photocopies which exceed these limits, you will need to obtain permission from the publishers.

Illustrations

Under the rules of the current Licence, illustrations in a book or journal article may be copied separately from the text that accompanies them.
Sources of material not covered by the CLA Licence



The CLA Licence does not cover all publishers in all countries:

· There is a list of British publishers and publications which are excluded from the 

Licence on the CLA web page at http://www.cla.co.uk/licences/excluded_works/excluded_categories_works/
(this list includes, for example, some Elsevier publications).
· Countries included in the Licence are the the UK, Australia, Austria, Belgium, Canada, Denmark, Finland, France, Germany, Greece, Hong Kong, Iceland, Jamaica, Japan, Luxembourg, the Netherlands, New Zealand, Norway, Republic of Ireland, Singapore, South Africa, Spain, Sweden, Switzerland.  Please check the CLA web pages for lists of French and South African publishers excluded from the licence: http://www.cla.co.uk/licences/excluded_works/international.
· Most US publishers are included in the Licence. Please check the list of the US publishers which are excluded from the Licence on the CLA web page: 
http://www.cla.co.uk/usa/us_he


If you wish to distribute copies of anything excluded from the Licence, you will need to obtain permission from the publishers.

Types of material not covered by the CLA Licence

The CLA Licence does not cover all types of published material. The following categories are excluded:
· Printed music (including the words).

· Maps.
· Newspapers (see separate section in these guidelines).



If you wish to distribute copies of anything listed above as excluded from the Licence, you will need to obtain permission from the publishers.

Copying limited to Oxford Brookes owned material
The Licence only allows copying from a book or journal belonging to the Library or another department of Oxford Brookes.

This means, for example, that the Licence does not allow photocopying from a photocopy made in another university library or from a photocopy supplied as an inter-library loan.  It also means, for example, that photocopying is not allowed from a book owned by a lecturer.  
The Licence does not allow photocopying from printouts from the internet or CD-ROM.

Types of students and courses covered by the Licence



All credit-bearing undergraduate and postgraduate courses which are delivered by Oxford Brookes staff are covered by the Licence.  Some short courses and some courses delivered outside Oxford Brookes premises may not be covered by the Licence.  Franchised courses may be covered by a licence operating in the institution where the course is delivered. 



Please contact Katie Hambrook (01865 483146) for further advice.

Quotations



If you wish to include small extracts from copyright items in handouts to students, this may come under the guidelines for quotations and not under the CLA Licence rules.



The Act allows copying for the purposes of criticism or review and the accepted limits on quotations are:

· From a poem of over 160 lines, 40 lines.

· From a shorter poem, one quarter of the poem.

· From one work which is not a poem 


                - one extract of up to 400 words



                - or several extracts, each up to 300 words, and totalling no more than 800 words.



The quotations should not be presented as a collection of small extracts, but included in a text that comments on them.  The quotations should not be photocopied from their sources but retyped.

Out of copyright material  



The CLA Licence does not apply to material that is out of copyright.  Copyright usually expires 70 years after the death of the author.  Copyright in the typographical arrangement expires 25 years after the edition was first published.  


This means that:

· If you photocopy from a text of an out of copyright work which was published in the 
last 25 years, copyright comes under the provisions of the Act and the CLA Licence.

· If you photocopy from a text of an out of copyright work, which was published over 
25 years ago, copyright is not restricted.

· There are no restrictions on re-typing the text of an out of copyright work.

Newspapers



Multiple copying from many British newspapers is covered by the Newspaper Agency Licence, not the CLA Licence.  The restrictions on copying newspapers under the NLA Licence are as follows: 

· No more than 250 copies may be made of one newspaper article.

· Scanning and electronic storage of newspaper articles is not permitted.

· Adverts, photographs and illustrations may not be copied.



Copies should be marked as follows:  

‘NLA licensed copy.  No further copies may be made except under licence.’

The list of newspapers covered by the NLA Licence is given below 
Daily Express





Daily Mail





Daily Mirror





Daily Star 





Daily Telegraph




The Economist
Evening Standard
Financial Times
The Guardian
Independent


Independent on Sunday


The Mail on Sunday


Le Monde
News of the World


Observer

Oxford Times


The People

The Sun

Sunday Express

Sunday Mirror




Sunday Telegraph

Sunday Times
The Times
The Times Educational Supplement

The Times Higher Educational Supplement


Multiple copying for students from any other newspaper may only be done with the permission of the publisher.  

Collections of photocopies in Departments


Teaching staff may build up their own collections of photocopies under the Act’s fair dealing allowances and by inter library loan.  These photocopies are for their own personal use only and should not be lent to students.

Collections of photocopies which are intended to be made available to students come under the CLA Licence.  Some of the restrictions which need to be observed are set out in these guidelines in the sections on Limits on the amount to be copied from one publication, Sources of material not covered by the CLA Licence, Types of material not covered by the CLA Licence, and Copying limited to Oxford Brookes owned material. 
Scanning, photocopying and re-typing

The CLA Licence covers photocopying from printed material onto paper.  For information about what scanning is allowed under the Licence see http://www.brookes.ac.uk/library/copyright/scanguide.html
Writing to publishers



The owner of the rights in a copyright work is usually the publisher (the rights owner is unlikely to be the author).  The rights owner is able to give permission for any sort of copying and is able to override any restriction imposed by the Act or the CLA Licence.

Obtaining copyright permission from publishers can be time consuming.  Some publishers may fail to reply to requests, may impose unacceptable fees, or may refuse to grant permission at all.  When you have obtained permission, it is important to keep proof in writing that the permission was granted.

Katie Hambrook 

Audio Visual Librarian

November 2005 (revised September 2011)
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Introduction


Th     These guidelines are intended to give advice on copyright issues related to the Copyright Licensing Agency Licence.  The advice is specifically aimed at teaching staff who wish to hand out to students photocopies of copyright material. The guidelines also give advice on putting photocopies in the Library Short Loan Collection and into collections of photocopies in Departments.





Although these guidelines are based on the CLA Licence and the Copyright, Designs and Patents Act 1988, the guidelines themselves have no legal force.  These guidelines are not comprehensive on copyright issues in general.  Please contact Katie Hambrook (01865 483146) with any queries on the CLA Licence or other copyright issues.





For further information about the CLA Licence, staff may consult the text of the Licence or the CLA User Guidelines, available from the CLA web pages: � HYPERLINK "www.cla.co.uk" ��www.cla.co.uk�.





Number of copies that may be made


T       The number of copies made of any one item should be limited to one copy each for students on the module and one copy for the lecturer.
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