
This institution holds a licence with The Copyright Licensing Agency Ltd (CLA) that permits the photocopying, scanning and re-use of
limited extracts from copyright protected books, journals, magazines and other periodicals published in either print and/or electronic
form (e.g. e books, e-journals).

Photocopying
Limits
The proportion of a work that may be photocopied consists of:

n one whole chapter from a book

n one whole article from a journal issue

n a short story or poem (not exceeding 10 pages in length) from an anthology

n one whole paper from a set of conference proceedings

n one whole report of a single case from a volume of judicial proceedings 

or 5% of any of the above, whichever is the greater

Territories
The material licensed for photocopying consists of books, journals, magazines and other periodicals published in the: 

n United Kingdom and
n Argentina, Australia, Austria, Barbados, Belgium, Canada (including Quebec), Denmark, Finland, France, Germany, Greece, 

Hong Kong, Iceland, Ireland, Italy, Jamaica, Japan, Luxembourg, Mexico, the Netherlands, New Zealand, Norway, Singapore, 
South Africa, Spain, Sweden, Switzerland, Taiwan (R.O.C.), Trinidad and Tobago and the United States of America (as also
published on the CLA website under the heading ‘International Territories’ and added to from time to time) 

except those works listed in the ‘List of Excluded Categories and Works’ (as published on the CLA website) and those 
works published by publishers listed in the ‘List of Excluded US Publishers’ (as published on the CLA website)

Course of Study
Multiple photocopies must be distributed to registered students and members of staff with strict reference to a Course of Study; 
a Course of Study refers to any segment of a student’s programme of study which, for the purpose of examination and/or assessment,
is a discrete and self contained unit.

Scanning / Digital Re-use
The preparation and distribution of Digital Copies (whether produced by scanning or by copying of digital material) is subject to
various restrictions and obligations; these are explained in detail in the User Guidelines (see below). One of the obligations is that 
the distribution of a Digital Copy must be authorised by a ‘Designated Person’ – a member of academic or administrative staff
specially appointed to do so. Members of staff not appointed as a Designated Person and students are not permitted to scan 
under this licence. If they should do so – and do not seek the written permission of the rightsowner – they may be putting
themselves and this institution at risk of a claim for infringement of copyright law. It is highly recommended that you contact 
your Licence Co-ordinator to enquire about arrangements to produce a Digital Copy under the terms of the licence.

Your CLA Licence Co-ordinator is:

Job Title: Dept:

Tel no: Email:

Further information
Additional copies of this notice, the ‘User Guidelines’, ‘List of Excluded Categories and Works’ and the ‘List of Excluded US
Publishers’ are available on the CLA website at www.cla.co.uk

This notice is provided for guidance only. Please note that it does not substitute for the terms and conditions of the Licence – in the event of conflict
between the two, the Licence terms prevail.
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