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Case Study of the CLA Photocopying and 
Scanning Licence Auditing Process

University of Chester
Summary of the process

In summer 2008, the University of Chester was selected for audit by the CLA. The CLA send an audit checklist in advance, together with a list of the scans to be examined (the checklist is reproduced with kind permission of Peter Knight of the CLA). 38 scans (of a possible c.1500) were selected. The licence co-ordinator would be required to produce the library-owned copies of the selected books/journals/copyright-cleared articles and provide the CLA official with access to a computer to enable the scans to be examined for accuracy and for the cover sheet to be checked. 

Planning

The University of Chester operates a centralised scanning service, therefore all of the necessary procedures and paperwork were available to the licence co-ordinator.  As the CLA had provided a checklist, the licence co-ordinator was able to provide a written response to each point, and also provide related evidence, for example, a written account of weeding procedures. This allowed the licence co-ordinator to prepare the paperwork in advance and for the CLA to clearly see how the licence requirements were being implemented. The university copyright officer and the member of staff with responsibility for the VLE were invited to attend a meeting with the CLA officer to explain how potential breaches of copyright/the licence were dealt with. 

Lessons Learnt

The CLA favour centralised scanning services and a centralised service does make it easier to reassure the CLA that the licence is being adhered to. Also, it you are delegating the completion of the CLA spreadsheet, you should check it to ensure that mistakes don’t creep in (as the CLA will spot them and ask you about them!)

Advice

· Prepare your paperwork in advance – the CLA like to see written evidence of procedures and processes.

· Keep your copyright-cleared articles in one place and accessible to the licence co-ordinator as the CLA may ask to see them.

· Get the university copyright officer involved – it demonstrates co-operative working together.
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Extract from documentation provided to CLA to demonstrate compliance with licence

	Point

	Evidence


	List of designated persons checked
	Only certain members of library staff are “designated persons”. All promotional materials instruct staff to contact their subject librarians.

Evidence:

Promotional material

List of designated persons available


	‘Weeding’ policy
	Due to module re-validations, weeding procedures were first implemented in 2008. The licence co-ordinator sends each subject team a list of modules which have digital copies. Subject teams ascertain if the module is running in the next academic year, if so, the validity date is extended. If the module is not running, the licence co-ordinator is informed and the digital copy times-out (ie does not appear to module users who are not module authors) and is later removed.

Evidence: 

Weeding procedures


	Check for excluded works
	Instructions to designated persons and subject teams tell them to check the excluded lists (URL listed)

Evidence:

Instructions
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CLA Audit Checklist 
(Reproduced with permission of Peter Knight, CLA Compliance Officer)
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For more information on this case study contact:
Lisa Peters, Licence Co-ordinator, l.peters@chester.ac.uk
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