
 

 

Making digital copies 
 

The following is guidance for making digital copies under the CLA licence.  

 

Coverage Use the check permission tool to check if the material is eligible for 

scanning? 

https://www.cla.co.uk/higher-education-licence  

☐ 

Ownership Check SOLO to see if the University owns a copy of the material.  

Copies held in college libraries are sufficient for the licence. If no 

copy is owned it cannot be scanned. 
 

☐ 

Digital Version Is a digital version already available? Then don’t make a scan and 

provide a link instead.  
 

☐ 

Extent Limits Does the digital copy follow these limits? 

For each course/reading list you can copy: 

• 1 book chapter 

• 2 articles from a journal issue* 

• 1 scene from a play 

• 1 paper from a set of conference proceedings 

• 1 report of a single case from a volume of judicial 

proceedings 

• 1 short story, poem or play from an anthology (must be less 

than 10 pages) 

OR 

• 10% of the total publication 

Whichever is greater. 

 

☐ 

Copyright Notice Have you attached a Copyright Notice to the pdf?  
 

☐ 

Sharing If you are sharing via a VLE (e.g. Canvas), is the site password 

protected and have you added the copyright notice? 
 

☐ 

Reporting All digital copies have to be logged and reported to the CLA. Have 

you logged the digital copy on your local CLA HE Digital Record 

Form? 
 

☐ 

Weeding At the end of the academic year, have you removed any digital 

copies that are no longer needed or covered by the Licence? 

☐ 

 

For more information please see https://www.bodleian.ox.ac.uk/copyright/copyright-licensing-agency-

licence or contact copyright@bodleian.ox.ac.uk.    

 
* or more if the journal is on a particular theme – see  https://www.bodleian.ox.ac.uk/ask/how-to-

guides/copyright/copyright-licences 
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Making Digital Copies FAQ 

Does the edition I use matter? 

No but you cannot exceed the 10% limit. So if you copy 10% from the 1st edition you cannot copy any 

more from any other editions. 

Do I have to report images? 

Disembedded images (where a page is scanned and only an image on the page is used) do not need to 

be reported if they are scanned from a print copy covered by the CLA.   Copies can still be made of 

pages with images and text, as well as book covers, but these need to be reported as normal. 

Is there a difference between scanning and photocopying? 

Yes. Some titles are only eligible for photocopying and not for scanning. Use the check permissions tool 

to see if the title you want is covered for photocopying and scanning. 

Do I have to report photocopies? 

No. Photocopies made for course packs do not have to be reported, only digital scans. 

Why are titles published in US different? 

US works need to be expressly opted in for scanning, and even then, only if there’s no digital version 

commercially available.   

Excluded categories 

Workbooks, newspapers, maps, charts and printed music are all excluded under the CLA Licence.  If they 

need to be copied other permissions must be sought.  The University also holds a NLA Licence, which 

covers copying from newspapers for teaching and media monitoring purposes. 

Copyright Fee Paid copies 

Although it is recommended that the University own a print copy of all scanning source material, this is 

not always possible. For rare and out of print material a scan can be made from a Copyright Fee Paid 

copy usually obtained via Inter Library Loan.  The Copyright Fee Paid status effectively adds the copy to 

our library collections and makes it eligible for distributing under the CLA Licence.  The fee paid status 

must be indicated on the notice attached to the scanned copy to provide confirmation that the copying 

was legal and clarify the purposes for which the fee paid applies. 

 

 


