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Digitising under the CLA Licence: Centralised Model

The preparation and distribution of scanned material must be authorised by a ‘Designated Person’ – this is an appointed member of academic or administrative staff. Members of staff not specifically appointed as a Designated Person are not permitted to scan under this licence. If they do so without seeking written permission of the rights owner they may be putting themselves and the institution at risk for the infringement of copyright law. You should contact your licence co-ordinator to arrange for you to be a designated person.

Request Submitted (Academic)

· A request is submitted by an academic member of staff. They could submit a request by an email to a library contact, via email, an online request form or by reading list.
· The minimum information required by the CLA is:
Course code for course of study

Course study duration in weeks

Number of registered students on course

ISBN / ISSN of work being digitised

Title

Journal year or volume number

Author(s) of book / chapter / article

Page number from

Page number to

Source

Primary reason for scanning
You may want to retain other information relevant to your institution such as the requesting academic or the faculty they belong to.
Check Ownership (Library)

The CLA licence allows a scan to be made of a single book chapter or journal article as long as:

· The work is not already available electronically 

· No other chapter or article has already been digitised from the same publication for the same module

· The work doesn’t appear on the CLA excluded works list
· The publication is held at the home institution. If it is not held in stock a copyright fee paid copy from the British Library will need to be applied for

Request is returned (Academic)

· If the request does not comply with copyright restrictions return to the academic outlining the reason.                                                                                                                                                       
· Offer an alternative source or suggest ways to bring the work under the copying limits

Request is approved (Library)

· Check whether the item is held in stock by the library

· Create a record of the item which can be held for compiling the CLA annual report

· Various tools can be used to hold this information, an excel sheet, access database, library management system

· You can find the excel reporting sheet and guidelines for the return from the CLA website:

Basic Licence 

http://www.cla.co.uk/UUK/basic_he_licence
Comprehensive Licence 
http://www.cla.co.uk/licences/licences_available/he/uuk
Scanning Provision

· If the item is in stock, arrange for it to be digitised. Consider if you want the item to be Optical Character Recognised (OCR) which will enable users to search the content of the document and enable users to use the items from mobile devices such as ebook readers

· All items under the CLA licence are required to have a cover sheet attached as the front page (see page 3 for this)

External Supplier

· If the item is not in stock obtain a copyright cleared copy from an external source such as the British Library, HERON or the publisher

· Some suppliers will provide an electronic copy, if a print copy is supplied arrange for it to be scanned

Hosting (Library)

· Link the digitised item to your chosen environment, i.e. VLE, institutional repository, intranet. The item has to be hosted in an area where authentication is required by your users

Academic Informed (Library)

· The academic should be informed that the item is now available
Maintenance and Reporting (Library)

· Institutions are required to provide an annual return to the CLA of all items that have been digitised under the licence (to be submitted by the middle of August)
· Institutions should contact the original requester to determine if the item is still required 
· Any items no longer required should be removed from the hosted area
Copyright Notice

Staff and students of Lancaster University are reminded that copyright subsists in this extract and the work from which it was taken. This Digital Copy has been made under the terms of a CLA licence which allows you to:
· access and download a copy

· print out a copy

This Digital Copy and any digital or printed copy supplied to or made by you under the terms of this Licence are for use in connection with this Course of Study. You may retain such copies after the end of the course, but strictly for your own personal use.
All copies (including electronic copies) shall include this Copyright Notice and shall be destroyed and/or deleted if and when required by the University.
Except as provided for by copyright law, no further copying, storage or distribution (including by e-mail) is permitted without the consent of the copyright holder.
The author (which term includes artists and other visual creators) has moral rights in the work and neither staff nor students may cause, or permit, the distortion, mutilation or other modification of the work, or any other derogatory treatment of it, which would be prejudicial to the honour or reputation of the author.

Course of Study:

Name of Designated Person authorising scanning:

Title of article or chapter:

Name of Author:

Name of Publisher:

Name of Visual Creator (as appropriate): 
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