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This leaflet is intended for guidance only and not as a  
substitute for the Licence Terms themselves. If the two  
conflict, the Licence Terms should supersede this guide. 
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Introduction 
Your school has a copying Licence from the Irish Copyright Licensing Agency (ICLA), enabling 
staff and students to photocopy, scan and copy digitally extracts from digital and print 
publications, within clearly defined limits. These can be from books, journals, periodicals and 
websites published in Ireland, the UK, Argentina, Australia, Austria, Belgium, Canada 
(including Quebec), Denmark, France, Germany, Greece, Hong Kong, Iceland, Italy, Jamaica, 
Japan, Liechtenstein, Luxembourg, Mexico, the Netherlands, New Zealand, Norway, 
Singapore, South Africa, Spain, Switzerland, Taiwan, Tobago, Trinidad and the USA. 

 

 

What the Licence covers 
Your licence permits the making of digital and print copies of extracts from digital and print 
books, magazines and journals published in Ireland and the countries listed above, except 
those shown on the list of Excluded Categories and Works (see opposite). Newspapers 
published in Ireland and the UK are also included. The Licence also permits the making of 
digital and print copies of text and still images from websites and other sources legitimately 
available on the internet. 

All staff and students at your school are licensed to make and receive copies – provided you 
comply with the Licence terms and conditions, and that the publication being copied is 
legitimately owned by/available to your school. 

 
It is good practice that copies are identified with details of author, title, publisher and 
ISBN/ISSN or URL at the foot of each page so that the source is acknowledged and students 
learn the importance of crediting the work of others. 

Your licence does not allow systematic or repeated copying of the same material – which 
would breach the above limitations – during any one course of study/module, i.e.: 
progressively copying more than the above limitation for the same class of students is not 
permitted; the Licence is not a substitute for buying/subscribing to original publications. 

The creation of enlarged copies, copies for presentation on interactive whiteboards and 
school computer screens, and in online classes is also permitted.  

No copying may exceed 5% of the published book or magazine/journal/newspaper 
issue or, if greater: 

a one complete chapter from a book, or 

a one article from a journal, periodical or newspaper, or 

a a short story or poem not exceeding 10 pages in length from an anthology 

a or the equivalent amount from a digital publication organised in a non-traditional 
manner. 
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It is a condition of the Licence that the number of multiple print copies of a single item of 
Copyright Material shall not exceed the number needed to ensure that each member of the 
class has one copy only and two for the teacher; and digital copies should only be made 
available to those involved in the relevant class.  Copies may also be made for meetings of 
staff and managers. Digital copies must be deleted at the end of the school year. 

No ongoing record of copying is required under the Licence. However, your school may be 
randomly selected to log its copying, so that ICLA knows to which authors, illustrators and 
publishers licence fees should be paid. ICLA will contact your school about this separately. 

The summary of the Excluded Works List should be on display next to all relevant 
printers/scanners/copiers in your school/college. The full, searchable list is available on our 
website: www.icla.ie.  If you wish to copy any items on this list, or to copy more than the set 
limits of something included in the ICLA licence, you should seek permission directly from the 
rightsholder (publisher, author or artist) on each occasion.  

 

Works excluded from the Licence 
A wide variety of print and digital publications can be copied under ICLA’s licences.  

However, authors and publishers have the right to exclude all or selected works from any or 
all of ICLA’s licences. 

Excluded categories 
None of the following categories of works is included in the definition of Licensed Material 
because ICLA is not in a position to authorise their use. These materials therefore cannot be 
copied under the Licence. However, works not covered by the Licence can be copied under 
the relevant copyright exception for educational purposes. 

 

x Government publications - Public Sector Information is published under a 
Creative Commons CC-BY licence unless otherwise specified. 

x Maps and charts - Works that consist predominantly of maps/charts. ‘Charts’ 
means charts that are similar to maps, e.g. sea charts, weather charts and 
hydrographic charts. (Other types of charts – e.g. pie charts and flow charts – are 
covered by the Licence). Information about the licensing of Ordnance Survey 
Ireland products can be found at www.osi.ie. 

x Work-cards and assignment sheets - Publications intended for a student to write 
on and for once-only use. 

x Printed music - Musical scores, including the words. 

x ‘Grey literature’ - Leaflets, reports and other publications without an ISBN or ISSN. 
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‘All Rights Reserved’ and ‘Copying not permitted under the ICLA Licence’ 

The Licence overrides the ‘all rights reserved’ prohibition to copy notice in the front of all 
copyright material, but permission to copy excluded items or quantities in excess of the stated 
limits should be sought from the individual publisher on each occasion. 

Some publications which include a notice expressly stipulating that it cannot be copied under 
an ICLA Licence. This would normally appear at the front of a publication along with the name 
of the publisher and the general copyright notice. 

Works excluded by Irish publishers 

The Licence does not cover the excluded works listed below by Irish publishers:  

x Examination papers published by the Educational Company of Ireland [Junior and 
Leaving Certificate] 

x Educational Research Centre – all Drumcondra Test material 

x Higgins and Higgins Music – all publications 

x Music Avenue – all publications 

x Church of Ireland Board of Education – all publications except Follow Me programme 

x Technical Graphics by Denis O’Connor, published by the Educational Company of 
Ireland 

x Plus Publications – Français Plus 

x ICS SKILLS – all publications 

x McKeon Murray (MKM) Business Training Services – all publications  

x Tara Publishing Limited – all publications 

x The Irish Farmer’s Handbook 

In respect of works published in the UK and the US, please refer to the Excluded Works 
search on our website www.icla.ie. 

Checking the Excluded Works list 
ICLA updates the list of Excluded Works at the start of each academic year. Someone at your 
school should be given the responsibility of checking the list for any changes at that time, and 
communicating changes to other staff members, but there is no need to check on the 
occasion of each use of a work. 

What to do if a copied work becomes excluded during the academic year 

If a work not previously excluded becomes excluded during an academic year, we will notify 
all relevant Licensees. Any digital copies of that work should be deleted within one month of 
receipt of such notification. However, if any of these digital copies are still being used for a 
course at the time of notification, the use can be continued until the end of the academic year. 

Find out more at www.icla.ie 


