
Information Services 

Copyright Licensing Agency (CLA) 
Photocopying and Scanning Licence: 
Photocopying  
 
Staff and students of Cardiff University are authorised by the CLA to make multiple 
photocopies of extracts from publications covered by the scheme, as follows: 
 
Copying from any one publication for any one course or module must not exceed, either 
singly or in aggregate, the greater of 5% of a published work, or 

• from a book – one whole chapter 
• from a journal issue or set of conference proceedings – one whole article 
• from a set of law reports – the entire report of a single case 
• from an anthology – one short story or poem not exceeding 10 pages.  
 
Multiple photocopies made of any one item for any one course or module must not exceed 
the number of copies needed to ensure that each student on the course has one copy. 
 
The following categories of material are excluded from the Licence: 

• Works published outside the countries participating in the licensing scheme* 
• Works which specify on the publication that they are excluded, or which appear on the 

CLA’s Excluded Works list*  
• Printed music (including the words) 
• Newspapers (licensed separately) 
• Maps, charts or books of tables 
• Public examination papers 
• Privately owned documents issued for tuition purposes to clientele who pay fees 
• Workbooks, workcards and assignment sheets 
• Industrial house journals and other publications primarily for employees of commercial 

businesses, industrial undertakings or public services. 

*Full details are available on the CLA’s web site at www.cla.co.uk/support/index.html      
or from Library staff. 
 
Permission should always be obtained from the copyright holder before making 
multiple photocopies of material which is not covered by the Licence, or which 
exceeds the limits shown above.  
 

 
Further information on copyright is available on the Information Services web site at  
www.cardiff.ac.uk/insrv/copyright 
 
For information and advice contact the Information Services Copyright Unit 
Tel: 029 2087 9033  Email: Copyright@cardiff.ac.uk 
 



Information Services 

Copyright Licensing Agency (CLA) 
Photocopying and Scanning Licence: 
Scanning 
 
Staff of Cardiff University are authorised by the CLA to make digital copies of 
extracts from publications covered by the scheme, as follows: 
 
Scanning from any one publication for any one course or module must not exceed, either 
singly or in aggregate, the greater of 5% of a published work, or 

• from a book – one whole chapter 
• from a journal issue or set of conference proceedings – one whole article 
• from a set of law reports – the entire report of a single case 
• from an anthology – one short story or poem not exceeding 10 pages.  
 
The following categories of material are excluded from the Licence: 

• Works published outside the United Kingdom 
• Works which appear on the CLA’s Excluded Works list*  
• Printed music (including the words) 
• Newspapers  
• Maps, charts or books of tables 
• Public examination papers 
• Privately owned documents issued for tuition purposes to clientele who pay fees 
• Workbooks, workcards and assignment sheets 
• Industrial house journals and other publications primarily for employees of commercial 

businesses, industrial undertakings or public services. 

*Full details are available on the CLA’s web site at www.cla.co.uk/support/index.html      
or from Library staff. 
 
Scanning under the Licence must first be authorised by a Designated Person.   
For further details please contact the Information Services Copyright Unit. 
 
Permission must be obtained from the copyright holder before scanning material 
which is not covered by the Licence, or which exceeds the limits shown above.  
 

 
Further information on copyright is available on the Information Services web site at  
www.cardiff.ac.uk/insrv/copyright 
 
For information and advice contact the Information Services Copyright Unit 
Tel: 029 2087 9033  Email: Copyright@cardiff.ac.uk 
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