
The trial CLA licensing scheme – scanning coverage
In addition to the enhanced photocopying coverage offered by last year’s scheme, the new blanket Licence provides scanning rights –

primarily scanning and retyping from books, journals, magazines and other periodicals. At present, the right to scan and retype is
limited to works published only in the UK, but it is hoped that this coverage will expand.

Ownership of the original publication
Copies must be taken from the original published paper edition owned by your college. Further copies may also be taken from these

copies. It is permissible under the CLA Licence to make copies from copyright fee-paid copies supplied by document supply

organisations such as the British Library; as well as copies supplied by CLA licensed press cuttings services.

Copies must not substitute for the purchase of a publication or for the commissioning of an artistic work. For example, if you are

producing a learning resource, you should not use a scanned photograph if you would otherwise have commissioned a photographer

to take a new one.

Copyright in a published work
Publications covered by the CLA Licence are likely to be protected by more than one copyright. An author’s, artist’s or photographer’s

copyright lasts for 70 years from the end of the year of their death. The publisher’s copyright in the typographical arrangement lasts

for 25 years from the end of the year in which the edition was first published.

All copyrights must always be considered. If the publisher’s typographic copyright has expired (i.e. the edition is over 25 years old)

the author’s, artist’s or photographer’s copyright may still be in effect. Similarly, a new edition (employing new typographical

arrangement) of a literary work where the author’s copyright has expired will still be protected by the 25 year publisher’s copyright.

Therefore, if a work is ‘out of print’ it does not necessarily follow that it is ‘out of copyright’.

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.

What the licence covers
You can make and distribute as many copies as you require for each particular purpose. All staff and students of the Licensee are

authorised to make copies provided they comply with the Licence terms and conditions. Individuals acting as consultants engaged 

by the Licensee are now also Authorised Persons.

The main limitations are as follows:
You can make and distribute as many copies as you require for each particular purpose subject to the following extent limits:

from any item of Licensed Material.

Paper Copies – Copying onto Acetate
The Licence permits the photocopying (includes copying onto acetate) of extracts from all books, journals and magazines published 

in the UK and many other countries (see list below).

Scanned Copies – Retyping / PowerPoint™ / Faxing / Storage
The Licence also permits scanning and retyping of extracts from books, journals and magazines published in the UK only. Use of

licensed Digital Copies in presentation software (e.g. PowerPoint™) is also covered. Copies can be stored for the duration of the

licence and may also be faxed under this provision.
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Licence effective from 1 August each year

■ one complete chapter from a book,

■ one article from a journal or magazine,

■ a short story or poem not exceeding 10 pages in length from an anthology,

■ in the case of a published report of judicial proceedings, the entire report of a single case,

■ or 5% of the publication, if greater than the above.



Licensed Copies (Paper or Digital) may be sent to students outside the UK but the Licence does not authorise any further copying of

Licensed Copies outside the UK.

All copying must be from published originals. 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 students. Licensed copies may only be sold to students at a charge to recoup the cost of production and not for profit.

Use of secure networks
The trial Licence authorises the use MLEs, VLEs, college intranets or similar digital networks, provided they comply with the Licence

definition of a Secure Network. The definition covers secure, password protected access to a digital network irrespective of the

location of the user logging in. This means that students (and staff) using distributed, distance, electronic and blended learning 

modes of study and delivery are able to access copyright material scanned by the college and stored on a Secure Network.

Does it cover copies made away from the college premises?
Yes. It covers copies made for your college’s educational and internal purposes wherever they are made. With scanning, for example,

staff working at home may have a scanner and internet connection and email a copy of an article to colleagues or students provided

such use is via a Secure Network. However, copies may only be made from published material owned by the college.

Storage of copies
All copies made under the Licence may be stored (either in paper form or digital archives) for so long as the college has a current CLA

licence that permits this. This will depend in part on the renewal of the trial Licence. This storage right also applies to digital scan

copiers that form part of a Secure Network. It is important that colleges do not use the CLA licence to directly compete with primary

sales of digital publications.

Course packs
Copies for inclusion into course / study / learner support packs can be made under the Licence provided the extent limitations

outlined above are not exceeded. 

Enlarged copying for visually-impaired students and staff
Enlarged copies of up to a whole book or journal may be made for use by visually-impaired staff or students provided no suitable

large print format of the edition copied is available.

Artistic works
Photographs, illustrations, diagrams etc. in published editions are covered by the Licence. However, stills, advertisements, logos and

trademarks are not. Furthermore, the Licence does not permit the production of slides. A licence that permits this is available from the

Design and Artists Copyright Society (DACS – see www.dacs.co.uk).

Non-UK publications
CLA has reciprocal agreements with Argentina, Australia, Austria, Belgium, Canada (including Quebec), Denmark, Finland, France,

Germany, Greece, Hong Kong, Iceland, Ireland, Jamaica, Luxembourg, Mexico, Norway, Netherlands, New Zealand, Singapore, South

Africa, Spain, Sweden, Switzerland and the USA*. Publications from these countries may be photocopied under the Licence within the

above limits. However, at present, only works published in the UK may be used to produce Digital Copies, but it is hoped that this

coverage will expand.

* A list of the American publishers who are covered by the CLA Licence should be lodged with the institution’s CLA Licence Co-ordinator and is also

available on the CLA website.

The licence does not cover
■ Printed Music (including the words)

Staff wishing to copy music should consult the Music Publishers’ Association’s Code of Fair Practice.

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

■ Newspapers
The Newspaper Licensing Agency licenses copying from many UK newspapers. Otherwise newspapers should be contacted 

for permission.

■ Maps, charts, or books of tables
The Ordnance Survey has a licensing scheme and staff may copy under the terms of that Licence if one is held by the college.



FE
/E

L/
07

-0
7

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

■ Some Correspondence Courses
Generally, these are not published works and are therefore outside the scope of the CLA Licence. However, courses published 

by the Open University and National Extension College may be copied under the Licence. 

■ Industrial house journals
Includes in-house company newsletters, etc. 

■ Publications which specifically say they are not to be copied under the CLA Licence
e.g. JIIG-CAL Computer Careers booklets.

■ Publications on the List of Excluded Categories and Excluded Works
The works on this list that staff are most likely to wish to copy from are:

■   BBC software documentation, teacher’s notes, pupil pamphlets etc. (N.B. BBC magazines and periodicals are covered 

by the Licence, except for The Listener)

■   Encyclopedia Britannica – all publications

■   Readers Digest Association – all publications

■   Dent (JM) & Sons Ltd – all works by Dylan Thomas

■ ‘Copy Permitted’ publications
These are sold either with a licence from the publisher or authorisation on the source material for onward copying. The extent to 

which copies can be made is usually indicated on the work. 

(N.B. Bibles, liturgical works and orders of service are also covered by the Licence.)

Anyone wishing to copy from any of the publications on the List of Excluded Categories and Excluded Works should contact the

rightsholder (publisher, author, or artist) for prior permission.

Does the CLA licence cover e-learning resources?
No. Anything originating in a digital format, for example, e-books, online journals and other digital learning resources is not covered

by the Licence and will usually be available on its own licensing terms and conditions. This exclusion also applies to works published

on CD-ROM or on the Internet. 

However, copies supplied digitally by an intermediary who has supplied that copy to the college under a CLA licence (a press

cuttings agency, or the British Library for example) may be printed out onto paper and those paper printouts can be treated as

Licensed Copies under the Licence.

Limitations on the use of Digital Copies
Digital Copies may not be edited or manipulated or modified in any way. Staff are, however, allowed to mark copies (e.g. by

highlighting or underlining) to add emphasis to a copied extract. Retyped extracts must be reproduced verbatim, including all

punctuation. The use of optical character recognition (OCR) software is not permitted under the Licence. Copies may not be 

placed on, or linked to the Internet or worldwide web, except as part of a Secure Network.

Identification of extracts within Digital Copies
It is a requirement of the Licence that all extracts to be scanned or retyped include, where reasonably practicable, the identity of the

bibliographic details of the source such as author/artist, title, publisher and ISBN / ISSN. Where possible, it is good practice to do the

same for all paper copies that contain extracts. Staff producing resources using ‘cut and paste’ of more than one extract from Licensed

Material should identify the source of each extract in the above manner at the foot of each page.

Do we have to record what is being copied?
It is a requirement of the Licence that the Licensee complies with the FE data reporting and survey methodology. Licensees are given

advance notification of the latest methodology which details the requirements of recording copies made and reporting copies used

under the Licence. All licensed Digital Copies must contain the bibliographic data of the source publication. CLA needs such

information in order to distribute the licence fee to those authors, artists and publishers whose works have been copied.

This leaflet is intended as a guide to the most common questions regarding the CLA Licence. 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 7631 5545) for guidance. You may photocopy this leaflet free of charge without seeking

permission from CLA. Additional copies of this and all FE Support Documents are available 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.uk

CBC House, 24 Canning Street, Edinburgh EH3 8EG

Tel 0131 272 2711   Fax 0131 272 2811   Email clascotland@cla.co.uk


