
Explanatory Leaflet
Copying from Books, Journals and 

Periodicals under the CLA Licence in Schools

Effective from April 2006

Why is copyright important?
Copyright is a right given by law to authors and publishers (rightsholders) to control certain uses,

particularly copying, of their own work. It enables them to earn a living by writing and publishing so that

they can continue to produce the material upon which education depends. The creative industries could

not exist without copyright and if pupils are to develop into creative and productive adults then they

should know why copyright is important. Of course, staff should have the same understanding.

Definition of licensed material
Although every original work is protected by copyright, the CLA Licence applies only to original

published editions of books, journals, magazines and periodicals. Leaflets including instruction

leaflets/manuals (i.e. material which cannot readily be obtained through normal bookselling channels) 

are outside the CLA licence. Computer manuals only come under the Licence if they have an ISBN.

What the Licence covers
The Licence permits the copying of extracts from all books, journals and magazines published in the UK,

Australia, Austria, Canada (including Quebec), Denmark, Finland, France, Germany, Greece, Hong Kong,

Iceland, Ireland, Jamaica, Liechtenstein, The Netherlands, New Zealand, Norway, Singapore, South Africa,

Spain, Sweden, Switzerland and the USA* except those shown on the Excluded Categories and Works List.

The main limitations are as follows:
No copying may exceed 5% of the published volume or issue or, if greater:
■ one complete chapter,
■ or one article from a journal or magazine,
■ or a short story or poem not exceeding 10 pages in length, 

from any item of Licensed Material.

Anyone wishing to copy beyond these limits or from works outside the Licence should contact the

copyright holder(s) for permission. Copying without permission could put the school at risk from legal

action for infringement of copyright.

It is a condition of the Licence that the number of multiple copies of a single item of Licensed Material

must not exceed the number needed to ensure that the teacher and each member of the class has one

copy only. All copying must be from published originals and no systematic or repeated copying of the
same material which would breach the above limitations is permitted during any one course of
study/module, i.e. progressively copying more than the above limitations for the same class 
of pupils. It is important that these limits are not exceeded.

The Licence generally overrides the standard ‘all rights reserved’ prohibition to copy notice in the front 

of most licensed material published in the countries listed, unless the notice specifically excludes copying

under the CLA Licence.

This document is intended for guidance only and not as a substitute for the Licence terms
themselves. In the event of conflict between the two, the Licence shall prevail.
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Artistic works: photographs, illustrations, diagrams etc.
The Licence also includes permission to copy artistic works where they appear in Licensed Material.

Artistic works are defined in the Copyright, Designs and Patents Act, 1988 but include photographs,

illustrations, diagrams, charts, tables etc. The Licence does not extend to copying of three dimensional

objects, nor the production of slides.

Enlarged copying/copying onto acetate
The same extent limitations (see ‘What the Licence covers’) apply to these two copying types. 

(See Copying for the Visually-Impaired below). Note: Government-originated material on the National

Curriculum, and Literacy and Numeracy Strategies is outside the CLA licence, however the DfES 

permits copying of these materials free of charge in schools.

Copying for visually impaired pupils or staff
Accessible copies as defined in the Licence (e.g. enlarged or reduced copies) may be made for use 

by visually impaired pupils or staff. The 5% limitation does not apply to copying under this provision.

Accessible copies may only be produced under the Licence if there is no suitable accessible version

commercially available. No charge is made for this provision.

Copying Surveys and record-keeping
There is no requirement to log copying under the Licence. However, CLA must distribute the money that

it receives from licence fees to those authors, publishers and artists whose works have been copied.

CLA uses a combination of surveys and record-keeping to identify these works. Schools selected for

record-keeping keep detailed bibliographic records on forms provided by CLA. Schools selected for

surveys may be required to provide bibliographic details and/or quantity information of copies made

during the survey. Any school selected to take part in either the record-keeping sample or a CLA survey

will be contacted separately by CLA or their licence provider.

Identification of extracts
Although not a requirement of the Licence, it is good practice that copies containing extracts from books,

journals and periodicals are identified at the foot of each page with the bibliographic details of the source

such as author, title, publisher and ISBN/ISSN. Teachers producing worksheets of what may be more

than one extract from published material, should identify the source of each extract in the above manner

at the foot of each page or directly beneath each extract. (See Digital Copying below.)

Storage
Photocopies may be stored and used throughout the academic year. After this time copies must 

be destroyed. Stored copies should be identified as above and re-recorded (if required to do so

by CLA during a survey or record-keeping) each time they are used. 

Copy-permitted publications
Copy-permitted publications are intended for ‘copying on’ in the classrooms of the purchasing school and

are always clearly identified as such. These are sold with a licence from the publisher permitting copying

to the extent indicated. CLA does not charge for copying copy-permitted works. In some publications

only certain pages may be copied and staff should ensure that they follow the publishers’ restrictions.
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Photocopiers
The User Guidelines and the Excluded Categories and Works List should be on display next to every

copying machine that may be used to copy Licensed Material in the school. A CLA notice sticker is also

provided for attaching to machines. Digital ‘scan-copiers’ may be used to produce a copy under the

Licence, but this does not extend to the copy being electronically stored in any form. (See Digital

Copying below.)

Teacher-prepared worksheets
Teachers producing worksheets containing extracts from Licensed Material to be distributed to staff or

pupils in their own schools should identify all copyright extracts as described above. If the worksheets 

are intended for circulation outside their own school, the rightsholder (publisher, author or artist) of the

extracts should be contacted for prior permission as the CLA Licence does not permit this.

The Licence does not cover
■ Works published outside the UK, and outside the following countries: Australia, Canada (including

Quebec), Denmark, Finland, France, Germany, Greece, Hong Kong, Iceland, Ireland, Jamaica, The
Netherlands, New Zealand, Norway, Singapore, South Africa, Spain, Sweden, Switzerland (including
Liechtenstein) and the USA*

*A list of the American publishers who are covered by the CLA licence is available upon request 

and is on the CLA website.

■ Printed Music (including the words)
Teachers should consult the Music Publishers’ Association’s Code of Fair Practice for Users 

of Printed Music.

■ Published examination papers and published tests
Examination boards and test paper publishers should be approached for permission before copying.

■ Hymns
Christian Copyright Licensing (CCLI) licences permit the making of photocopies, overhead

transparencies, songbooks and weekly service sheets where the lyrics are still in copyright.

■ Newspapers
The Newspaper Licensing Agency licenses copying from some UK newspapers. Otherwise

newspapers should be contacted for permission before copying. 

■ Maps, charts, or books of tables
The Ordnance Survey has its own licensing scheme, otherwise the copyright holder should 

be contacted for permission before copying.

■ Workbooks, workcards or assignment sheets
Defined as publications intended for pupils to write on and for once-only use.

■ Correspondence courses
Works published by the Open University and the National Extension College may be copied under 

the Licence, those from other organisations may not.

■ Industrial house journals
Includes in-house company newsletters. N.B. Computer manuals come under the Licence (up to 5%) 

if they have an ISBN, otherwise the rightsholders should be approached for permission.

■ Publications which specifically say they may not be copied under a CLA licence:
e.g. JIIG CAL Computer Careers booklets.
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■ Publications on the List of Excluded Works
Few of these are works that teachers in schools would need to copy, but Excluded Works that may 

be most relevant include:

■ BBC software documentation, teacher’s notes, pupil pamphlets and Radiovision notes published 
at the request of the school Broadcasting Council (N.B. BBC magazines and periodicals are now
covered by the Licence, except The Listener)

■ Encyclopaedia Britannica - all publications

■ Readers Digest Association - all publications

■ Dent (JM) & Sons Ltd - all works by Dylan Thomas are excluded

Teachers wishing to copy from any of the items on the Excluded Works List should contact the

rightsholder (publisher or author) for prior permission.

Digital Copying
No copying or storage of Licensed Material using digital means is permitted under the Licence. This

includes scanning, faxing and retyping from published sources using a computer. The Copyright, Designs

and Patents Act, 1988 specifically restricts storage and copying by electronic means and any digital

copying must be authorised by the rightsholder(s). Digital ‘scan-copiers’ may be used to produce a copy

under the Licence, but this does not extend to the copy being electronically stored in any form. Digital

copying issues are examined in greater detail on CLA’s website (www.cla.co.uk). CLA welcomes feedback

on the requirements schools have in this area. Please email digitalschools@cla.co.uk with your comments.

Internet
The CLA licence does not apply to material on the Internet. Nevertheless, material on the Internet is

protected by copyright in the same way that published works are protected. Teachers are advised to

check carefully for any indication of what is and is not permitted before copying or printing out material

from a website. We recommend that permission be obtained by emailing the webmaster. Pupils should

be encouraged to do likewise. Note also that material may have been placed on a website without the

authorisation of the copyright holder - so use caution.

CD-ROMs/DVDs etc.
The CLA licence does not apply to CD-ROM/DVD-based learning materials. These are sold with a

licence from the publisher that should explain what printing and on-copying of the material on the disc 

(if any) is allowed. If it is unclear what is permitted teachers should contact the publisher for advice or

permission prior to copying/printing.

This leaflet is intended as a guide to the most common questions regarding the CLA Licence additional copies are

available free of charge, upon request and on the CLA website. If you are in any doubt as to what may or may not 

be copied under the Licence you should telephone CLA’s Customer Services Department (Tel: 020 7400 3124) for

guidance. Another leaflet - A Guide to Licensing Copyright in Schools - is available free of charge upon request.

You may photocopy this leaflet free of charge without seeking permission from CLA. However, additional original

copies are available free upon request and on the CLA website.

The Copyright Licensing Agency Ltd

Saffron House, 6-10 Kirby Street, London EC1N 8TS

Tel 020 7400 3100   Fax 020 7400 3101   Email cla@cla.co.uk   www.cla.co.ukSC
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