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Copyright: using copyright material
What is copyright?
Copyright gives legal protection to original works, including:
· literary, dramatic, musical and artistic works
· sound recordings
· films (and videos)
· broadcasts (including cable and satellite programmes)
· typographical arrangements of published works
Copyright arises automatically once the work is recorded in writing or some other form; there is no requirement to register copyright or mark a work as copyright protected.
Copyright gives the copyright holder exclusive right to:
· copy the work
· issue copies of the work to the public
· perform, show or play the work in public
· to communicate the work to the public (by broadcast, or by electronic transmission)
· make an adaptation of the work
It is an infringement to do any of the above without the permission of the copyright holder. However, copyright law includes several exceptions to these exclusive rights.
What is allowed?
Copying or re-using a work without permission is allowed for the following:
Non-commercial research and private study
You may copy from any type of copyright work for this purpose provided that the amount used is fair and reasonable. If copying for research, the source of the work should be acknowledged where practical.
Interlibrary Loan requests for copies from other libraries are solely for the purposes of non-commercial research or private study. You are required to agree to a copyright declaration before the copies can be supplied stating that these items will only be used by you within these parameters.

The library has revised the support it gives to groups of researchers carrying out externally funded Systematic Reviews. Request It! budgets are limited, so we firstly ask that you build some costs into the funding bid for provision of requests. If you are conducting a Systematic Review, we ask that you inform the Academic Librarian team.
If you tell us, we can:
· ensure that the Systematic Review does not adversely impact your personal Request It! allowance. We can note that the increased number of requests being placed through an account is for a Systematic Review, ensure they are charged back to your externally funded research project and organise some flexibility around collecting requests which were placed by another member of the research team.  
· fulfil requests more effectively - advance knowledge of Systematic Reviews taking place means we can allocate staffing resources appropriately based on the anticipated number of requests. We can then give you a realistic turnaround time for requests.
· gather useful information for future Systematic Reviews - historically there was no clear picture of how many requests submitted were for Systematic Reviews. The new system clearly distinguishes between departmental requests and those for Systematic Reviews. This means you have an accurate picture of the actual number of requests submitted for each review.
· advise on search strategy – if we know you’re working on a systematic review, the Academic Librarian team can offer advice on where best to look for material and how to optimise your search.
Electronic requests are intended for individual use. Should multiple individuals within the project require access, we can provide each person with their own copy. If you specify the recipients for each request, we'll ensure all relevant parties receive access.
We hope that this policy will simplify procedures and allow the Library to support research activity effectively.

Text and data analysis for non-commercial research
If you have the right to access a copyright work, such as through a Library subscription, you are allowed to make a copy of the work for text and data mining purposes as part of your research without asking for additional permission.
Criticism, review, quotation and news reporting
You do not need to seek the permission of the copyright owner to use a quotation as long as the original work has been made available to the public, the copy is accompanied by a sufficient acknowledgment of the source, and the use is considered fair and reasonable. However, photographs cannot be copied in order to report current events.
Illustration for instruction, including examinations
Illustrative uses of copyright works are permitted for the purpose of teaching, or examination including marked assignments, theses and dissertations, provided that your use is minimal and fair, and the source of the work is acknowledged where practical. Any type of work can be copied to illustrate a teaching point.
Caricature, parody or pastiche
You can copy a moderate amount of somebody else’s work for this purpose without seeking permission, for example, copying extracts from films to create a parody video.
For all of these exceptions to copyright, the amount of material which can be copied must be fair to the copyright holder. In legal terms, this is called “fair dealing”.
Factors which are relevant in determining whether a particular use is “fair dealing” include:
· does the use of the work substitute for buying a copy of the original?
· is the amount of the work taken necessary, reasonable, and appropriate?
Any use that is not “fair dealing” will require permission or a licence.
Which licences has Leeds Beckett University entered into?
Licences are contracts that allow greater freedom in the copying of protected material. The University has agreed to many licences to enable students and staff to access services, software and databases, including eBooks and ejournals.
Check the terms and conditions of any licensing, to avoid copyright infringement when copying, downloading or sharing content.
Copies from published print books, journals, or law reports provided in connection with a module or course of study are created under the terms of the University’s licence with the Copyright Licensing Agency (CLA).
Members of staff may create paper copies from a wide range of materials under the terms of this licence. Such copies include photocopies, print-outs from digital sources and printed course packs. Digital copies of materials must be sourced through the Digitisation service as part of complying with the license.
Digitised chapters or journal articles created under the CLA licence by the Library’s Digitisation Service can be accessed via modules in MyBeckett and online reading lists. Downloaded copies of these digitised items should only be for personal study rather than as the primary access point.
Digitised readings include a Copyright Notice which outlines the terms of use. This Copyright Notice should not be removed from the beginning of the file.
Distance Learning students and staff outside the UK are licensed to receive copies but cannot make the copies themselves. Distance learners being taught at an overseas campus, or part of a franchise or partnership arrangement are not covered by the CLA licence.
Does copyright exist in the digital environment?
Yes, information recorded in an electronic or digital format, including web pages, online databases, computer programs etc. is protected by copyright.
Downloading, printing, scanning and storing material may infringe the copyright of the rights holders. More specifically:
· any copying and re-use of electronic material beyond fair dealing can only be carried out under the terms of a licence or contract with the rights owner
· an individual can copy a fair amount of an electronic publication on to a USB (accessible by a single user, not networked) or print one copy on to paper, for example for non-commercial research or private study
· multiple copies for teaching or posting part, or all of an electronic publication on to a network or website or Virtual Learning Environment (VLE) such as MyBeckett may infringe copyright unless covered by a licence
· the CLA Licence permits the scanning of chapters/articles from print books and journals owned by the University, for online module teaching. All requests for digital copies should be directed to the Library’s Digitisation Service by your module lecturer.
· although information from the internet may be free to access, it does not mean that the material is copyright free. Unless the website contains a specific copyright waiver covering your intended usage, the webmaster or equivalent should be contacted for copyright clearance beyond a single, fair dealing copy
· a blanket licence for copying from a digital environment is not available; in general, individual subscriptions and licensing apply. The Copyright Clearance Service can advise

Creative Commons Licensing
Creative Commons provide free legal tools to enable works to be shared and re-used. The most common tool is the Creative Commons licence.
There are several Creative Commons licences offering different levels of protection. For example,
Attribution CC BY
This licence allows you to do anything with the work (such as copy, remix, adapt) provided that you acknowledge the copyright owner. This is the most flexible copyright licence.
Attribution-NonCommercial  CC BY-NC
This licence is similar to the above, but reuse must be for non-commercial purposes.
CC0
Creative Commons also offers a CC Zero public domain licence to indicate when a person has waived all of their rights to the work worldwide under copyright law. The work can be reused without attribution, for any purpose.

If you are using a work protected by CC licensing, ensure that you attribute it correctly, in line with the licence, especially for versions 4.0 or earlier.
Each licence is represented by a set of symbols and should be accompanied by a link to the full licence terms.
If you are a copyright holder and you want to licence others to re-use your work, Creative Commons provides a means to choose the appropriate licence.
creativecommons.org/share-your-work/

Most Creative Commons licenses require appropriate citation as part of the license. If you fail to do so, you’re breaking the terms of the license and incorrectly using the work: the original copyright holder can demand that you take it down and there is also a phenomenon known as copyright trolling where law firms seek financial compensation on behalf of copyright holders for work that has broken a Creative Commons license.

The best practice for attribution is to include the following aspects:
· Title of the work
· Author
· Where you sourced the work from
· License

What should I include in a permission request letter?
It is important that all the relevant details are included in the request letter. Here is a suggested template:

Dear Sir or Madam,

I am a postgraduate research student [replace if needed with your correct institutional affiliation] at Leeds Beckett University working towards my thesis/my journal article/my book on [insert thesis title and award level]. I would be grateful if you could grant me permission to include the following material:

[Provide full citation of the material you wish to include]
This work will be included in my work which will be published [state by whom] and in the case of journal articles, also published on our institutional repository as part of our rights retention policy.
https://figshare.leedsbeckett.ac.uk/

The Leeds Beckett Repository is free, non-commercial and openly available to all.
Theses deposited in the Repository are available under a Creative Commons CC-BY-NC licence or under a CC-BY license in the case of rights retention, which allows copying and re-use with appropriate acknowledgement. 
https://creativecommons.org/licenses/by/4.0/

I hope that you will be able to grant me permission to reproduce this material, for which full acknowledgement will be given. 

If you are not the rights holder for this material, I would be grateful if you would advise me who to contact.

I look forward to your reply.

Yours sincerely,

What if I don’t receive permission?
While you are being asked to make best efforts to seek permission to include third party copyright material in the electronic version of your thesis, you will not be penalised if it this not possible, either because permissions are not granted, or because it would either be too onerous or too expensive to obtain permissions. 
The outcome of your examination will not be affected; however you may not be able to make the final version of your thesis available online.
Instead, it is possible to publish a redacted version of your thesis, with any substantial third party copyright material removed. 
Further information is available here: What if I cannot obtain permission to use third party copyright?

Further sources of help
· Check the Copyright Licensing posters displayed beside printers / photocopying machines
· Leeds Beckett University staff and students can contact the Copyright Advice Service on 0113 812 7472 or digitisation@leedsbeckett.ac.uk
· Copyright Guidelines are available on the Library website, including using audio visual materials, artistic works and photographs, and social media
· Contact the Academic Support Team for advice.
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