
COPYRIGHT CARD 
Obtaining Copyright Clearance  
for Course Packs that will be sold in the Bookstore 

You CAN copy...  
Under Camosun’s ACCESS COPYRIGHT licence, different copying limits apply depending on 
whether the copies are provided at no cost for students and staff, or whether copies are 
made and sold to students and staff.  

For copies provided at no cost, up to 10% of a published work may be copied. Such copying 
includes, but is not limited to, copies made for free distribution in classes, for library reserve, or 
for inter-library loan to other post-secondary or non-profit libraries.  

For copies compiled and sold to students, up to 15% of a published work may be copied 
under our licence. This type of copying usually includes, but is not limited to, course materials 
sold by the college to students and copying for distance education. Royalties are paid to 
Access Copyright on a per page, per copy basis, and bibliographic information must be 
submitted according to the schedule in our licence agreement.  
 

You CAN'T copy...  
Systematic, cumulative copying is prohibited. That means that you may not copy 10% of a 
publication one day, then another 10% the next day, and so on until most or all of the 
publication is copied.  

Specific restrictions also apply to the inclusion of textbook extracts into coursepacks. Up to 
5% of a textbook or a complete, single chapter may be copied, whichever is less. In a 
coursepack, there may be no more than two extracts copied from a textbook written by the 
same author and published by the same publisher within any five year period. Restrictions 
also apply to the proportion of textbook pages in a coursepack: no more than 50% of the 
pages in the coursepack can be taken from textbooks.  
 

Other works we do not have permission to copy under our 
licence include: 
•  Materials from on-line / www sources  
•  Print music (As an educational institution, you may apply for a transactional licence to copy 
print music, subject to different terms.)  
•  Workbooks and other publications intended for one-time use  
•  Instruction manuals  
•  Newsletters  
•  Letters to the editor  
•  Advertisements  
•  Works published by the Government of Canada or any province or territory (except works 
published by the Province of Quebec)  
•  Unpublished and nonprint copyright materials such as originals of artistic works (including 
photographs), photographic negatives or other mounted transparencies  
• Excluded works:  
Publications from specific rightsholders may also be excluded from legal copying. Please 
consult the exclusions list available in the Printshops and posted by staff photocopiers. 
 
 To obtain permission to copy these works, written permission must be 
obtained directly from the copyright owner 

The Procedure 
CLEAR COPYRIGHT 
 
1. Ensure that the material you wish to copy is within the limitations of the ACCESS 

COPYRIGHT licence agreement (see over).  

2. Fill out a Request for Copyright Clearance Form for each work you wish to copy – forms 
available in Bookstore and Printshop. 

3.  It is important that all the information is filled out or the requests cannot be processed. 
Submit all the above forms to Cathy Genge in the Lansdowne Bookstore for processing. 

4. These forms will be returned to you when the print job is complete. You will want to 
keep them with the originals, as they need to be resubmitted each time the job is 
requested (later semesters). 

5. Use the information on the Request for Copyright Clearance Forms to prepare a list of 
credits page(s). The credits must include the following for each excerpt that will be used: 

• the publisher, 

• the artist or illustrator of any artistic work reproduced (where known)  

• the author or authors (where known)  

• the international copyright symbol  © (alt 0169 on your keyboard) 

• and the following prominent notice: 
 

©  This material has been copied under licence from ACCESS COPYRIGHT. 

Resale or further copying of this material is strictly prohibited. 

PREPARE THE COURSE-PACK FOR PRINTING 
 

6. Make straight, clean, clear photocopies of the needed pages for each item you wish to 
include (see pamphlet entitled Tips & Tricks for producing Quality Make-Readies for 
help). Assemble these copies with your own pages, and the credits page, in the order 
you wish them to appear in the finished product. These will be the originals the Print 
Shop uses to copy from. 

7. Complete a Print Shop Duplicating for Resale Requisition (orange) indicating the 
number of pages and copies to be sold to students. Also fill out a (white) Printing & 
Duplicating Requisition form for copies you may wish printed for instructors or your 
department. Submit these forms with the originals to the Printshop with a dated note 
to say that Access Copyright is in process. Cathy Genge will forward the forms to the 
printshop as soon as the copyright clearance has been processed. 

8. Printshop staff will prepare a Cover Page for your coursepack.  It will include the title of 
the CoursePack, the course name and number, the Instructor(s)’s name(s), and the 
semester or term the coursepack is for. If you prefer to use your own cover page, just 
indicate that on the Resale Requisition(orange). 

                
 IMAGING CENTRE     

    


