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Public
Administration Licence

Copying Guidelines for Employees

The CLA Public Administration Licence permits UK employees and other authorised
persons to make Paper or Digital Copies of content, subject to certain terms and
conditions, from most books, magazines, journals and periodicals as well as from a
wide range of digital publications. Copies may be made from publications including
those to which you subscribe and from articles or press cuttings provided by licensed
external suppliers where a copyright fee has been paid (e.g. from a PR or press cuttings
agency or the British Library).

Licence Coverage 9 Who can make and receive copies?
* Photocopying Any UK employee in your organisation, including
« Scanning indiv.idual cgnsultonts or agency workers, can make and
. . . receive copies. The term ‘consultants’ also includes those
* Copying of digital content, e.g. e-books, PDF files from members of a Designated Committee (not otherwise
electronic subscriptions, online journal articles and being an Authorised Person) when acting in connection
certain website material with the activities of the Designated Committee and Local
Authority Councillors.
What can | use copies for?
e P e Excluded Works
* To share with colleagues at meetings or briefings s .
Please note that there are some individual titles, authors
* To share media coverage within your organisation and categories of publications that are excluded from the
* For Health & Safety or Environmental Awareness Licence and you will need to contact the copyright owner
* For internal training directly for permission to copy these. To check if a w_orl_< is
. excluded you can search for it on CLA's Check Permissions
¢ For UK regulatory and patent submissions at cla.co.uk

To post articles from selected publications on your

company website @ noigital publications

Copying of electronic publications is restricted to
publications published by Participating Digital Material
Publishers. For full details please visit cla.co.uk

e How much can be copied?

On each occasion you may copy a single chapter of a

book, up to two articles from a periodical, or up to 5% of a
publication, whichever is the greater. Where a periodical a
issue or a substantial part of it is dedicated to a particular
theme, any number of articles dealing with that particu-

lar theme may be copied.* For digital publications such

as websites that are not conventionally structured, you

should ensure that copying is limited to small extracts that

are equivalent to these limits.

International publications

CLA has agreements with similar agencies in most major
overseas territories enabling International publications
and content to be copied under the CLA Licence. For full
details of these overseas agencies and the countries that
are covered please visit cla.co.uk

e Check Permissions

The easiest way to check what can be copied is to use the
Check Permissions search tool at cla.co.uk

Further Information

Please contact CLA Customer Services: Tel 020 7400 3126  Email cs@cla.co.uk
* These permissions do not apply when scanning or making Digital Copies of works published in the United States of America

This document is intended for use as guidance only and not as a substitute for the CLA licence terms themselves, which should be
read in full. In the event of conflict between the two, the licence terms shall prevail.




