APPENDIX 4 (2012-11-1)

Photocopying
ACCESS the Canadian Copyright Licensing Agency: Guidelines for copying most published materials must be
posted by photocopying machines (see below).
Photocopying does not require direct reporting. However, ACCESS regularly audits randomly selected schools.
ACCESS Photocopying Guidelines
Under Canada’s Copyright Act, it is illegal to copy most published materials without permission. Your educational
institution, school board and ministry of education respects the law. They have signed a license
with Access Copyright, which authorizes copying at this machine.
Permission to copy is subject to certain limits. Please read the following and take care to keep within these limits.
Volume – No copying shall exceed 10% of a published work or the following, whichever is greater:






An entire chapter which is 20% or less of a book;
An entire newspaper article or page;
An entire single short story, play, poem, essay or article from a book or periodical issue containing other
works;
An entire entry from an encyclopedia, dictionary, annotated bibliography or similar reference work;
An entire reproduction of an artistic work from a book or periodical issue containing other works.

Excluded Works – The license does not cover:









Print music;
Works intended to be used and replaced such as workbooks, activity books, workcards,
assignment sheets, tests, and examination papers;
Works on the Exclusions List and works outside countries listed in the Exclusions List (a copy
is available from the administrator of your educational institution);
Originals of artistic works including photographs or prints;
Instructional manuals and teachers’ guide;
Unpublished works;
Works containing a notice expressly prohibiting copying under license with a Reproduction
Rights Organization;
Crown and provincial publications with the exception of the province of Quebec.

Number of Copies - The license authorizes making one copy for each student in a class and two for each teacher.
It also authorizes the institution to make copies for library and administrative purposes, including communications
to parents.
Administrative Procedures: COPYRIGHT MATERIALS ADMINISTRATIVE PROCEDURES A-2012-11-1
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Assembly of Copies - Copies must not be bound or otherwise assembled in a substantially permanent manner
into coursepacks or anthologies (contact us if this is unclear). This restriction applies whether or not the copies
are intermixed with other types of materials, such as teacher-generated information.
Public Domain - Some copying will not infringe copyright, such as public domain works. Copyright protection
does not last forever. Works go into what is called the “public domain” 50 years after the death of the author and
may be copied freely. Please note, though, copyright protection extends to each individual, specific version of a
work. New translations, adaptations or editions of works otherwise in the public domain are protected as new,
original works.
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