USER GUIDELINES

With effect from January 2016

To be displayed beside all photocopying machines and scanners throughout all licensed Educational Institutions used for the
production of multiple and non-fair dealing copies and in digital form in a prominent place on the Intranets of all Educational
Institutions licensed to copy digital publications.

This Institution has an ICLA Licence, enabling staff and students to photocopy and scan print extracts, and copy digital
publications, within clearly defined limits, from books, journals and periodicals 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

The Licence permits the copying (including scanning) of extracts from all print books, journals and magazines published in
Ireland and the countries listed above, except those shown on the List of Excluded Categories and Works and from digital books,
journals and magazines listed on www.icla.ie. Newspapers published in Ireland and the UK are also included. All staff and
students at this establishment are licensed to make copies provided they comply with the licence terms and conditions and the
publication they are copying is legitimately owned by the school/college.

No copying may exceed 5% of the published volume or issue or, if greater:

. one complete chapter from a book, or

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

. a short story or poem not exceeding 10 pages in length from an anthology
. or the equivalent amount from a digital publication organised in a

non-traditional manner.

No systematic or repeated copying of the same material which would breach the above limitations is permitted during any one
course of study/module, i.e.: progressively copying more than the above limitation for the same class of students; 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
accessible copies for students with reading disabilities is also permitted. The same limitations (above) apply to enlarged copies
and presentation copies; accessible copies can be made of whole publications.

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 tutor. Copies may also be made
for meetings of staff and managers. Digital copies can be made available only to the relevant class and tutor and must be
deleted at the end of the school year.

No ongoing record of copying is required under the licence. If an Educational Institution is selected to log its copying (either via
a survey or record-keeping forms), so that ICLA knows to which authors, illustrators and publishers licence fees should be paid,
ICLA will contact the Institution about this separately.

The publications the Licence does not cover
All the items on the List of Excluded Categories and Works as well as the following specific categories:

=  Printed Music (including the words) =  “Copy Permitted” Publications
=  Workcards or assignment sheets, separate = “Grey literature” (leaflets; publications without
maps or charts an ISBN or ISSN)

The Excluded Works List should be on display next to all relevant copiers in the college and is available on www.icla.ie.
Permission to copy excluded items or in excess of the above stated limits should be sought from the rightsholder (publisher,
author or artist) on each occasion. The UK List of Excluded Categories & Works and the US publishers’ Included List should be
lodged with the licensing officer and/or library in the Institution. These lists are available on www.icla.ie.

It is good practice that copies are identified with details of author, title, publisher and ISBN/ISSN at the foot of each page so
that the source of extracts taken from books, journals, periodicals and newspapers is acknowledged and students learn the
importance of crediting the work of others.

This document is intended for guidance only and not as a substitute for the Licence Terms themselves. In the event of a
conflict between the two, the Licence shall prevail.

Irish Copyright Licensing Agency
63 Patrick Street, DUn Laoghaire, Co. Dublin, A96 WF25
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TREOIRLINTE USAIDEORA

Le héifeacht 6 Eandir 2016

Le taispedint in aice le gach gléas coipeala ar fud gach Instititiid Oideachais cheadaithe a usaidtear le haghaidh tairgeadh céipeanna
iolracha agus déileala neamhchdra, agus i bhfoirm dhigiteach in ait shuntasach ar Inlionta Instititidi Oideachais a bhfuil ceadtnas
acu chun foilseachain dhigiteacha a choéipeail.

Ta Ceadunas ICLA ag an Institidid seo, ag cur ar chumas na mball foirne agus na mac léinn sleachta a chéipedil agus a scanadh, agus
foilseachain dhigiteacha a chéipeail, laistigh de theorainneacha atd sainmhinithe go soiléir, 6 leabhair, irisedin agus tréimhseachain
foilsithe in Eirinn, sa Riocht Aontaithe, san Airgintin, san Astrail, san Ostair, sa Bheilg, i gCeanada (Québec san direamh), sa Danmhairg,
sa Fhrainc, sa Ghearmain, sa Ghréig, in Hong Cong, san ioslainn, san lodail, in lamaice, sa tSeapain, i Liechtenstéin, i Lucsamburg, i
Meicsiceo, san [siltir, sa Nua-Shéalainn, san lorua, i Singeapér, san Afraic Theas, sa Spainn, san Eilvéis, sa Téavain, sa Tobaga, Oilean na
Triondide agus i Stait Aontaithe Mheiricea.

An méid a chludaionn an Ceadtnas

Ceadaionn an Ceadunas an chdipedil (scanadh san aireamh) de shleachta é gach leabhar cléite, irisedn agus irisleabhar foilsithe in Eirinn
(agus limistéir eile le hudaras) seachas iad san ata le feicedil ar an Liosta de Chatagdiri agus Saothair Eisiata agus na leabhair
dhigiteacha, irisedin agus irisi atd liostaithe ar www.icla.ie. San direamh freisin td4 nuachtdin a fhoilsitear in Eirinn agus sa Riocht
Aontaithe. T4 gach ball foirne agus mac Iéinn ag an bhforas seo ceadunaithe chun céipeanna a dhéanamh ar an gcoinnioll go gcloionn
siad le téarmai agus coinniollacha an cheadunais agus gur leis an scoil/ an colaiste go dleathach an foilseachén ata a chdipedil acu.

Ni féidir le haon chdipeail dul thar 5% den imleabhar foilsithe né den eagran né, mds mé é n3;

. caibidil iomlan amhdin 6 leabhar, n6

= alt amhain 6 irisean né tréimhseachan né nuachtan, né

. gearrscéal né dan nach saraionn 10 leathanach ar fhad 6 dhuanaire

. né a chomh-mhéid 6 fhoilseachan digiteach ata eagraithe ar bhealach neamhthraidisiunta.

Ni cheadaitear an chdipeail chdrasach né leantach den abhar céanna i rith aon chirsa amhain de staidéar/modul a bheadh ag sard na
teorainneacha thuas, is é sin: ag cdipeadil diaidh ar ndiaidh nios mé nd an teorainn thuas don rang céanna de mbhic Iéinn; nil an
ceadunas ann in ait bunfhoilseachain a cheannach na sintius a cheannach.

Ceadaitear cruthu de chdipeanna méadaithe, cdipeanna le cur ar chldir bhana idirghniomhacha agus ar scaileain riomhairi scoile, agus
ceadaitear chomh maith céipeanna inléite do dhaltai a bhfuil michumas léitheoireachta ag cur as déibh. Baineann na teorainneacha
céanna (thuas) leis na cinedlacha cdipeala méadaithe agus léirithe seo; is féidir cdipeanna inléite a dhéanamh d’fhoilseachdin ina n-
iomlaine.

Is coinnioll de chuid an Cheadunais é nach rachaidh lion na gcdipeanna iolracha de mhir amhain d’abhar cdipchirt thar an lion atd ag
teastdil chun a chinntit go bhfuil aon chéip amhdin ag gach duine sa rang agus dha cheann ag an teagascoir. Is féidir cdipeanna a
bheith déanta le haghaidh cruinnithe foirne agus bainisteoiri. Is féidir céipeanna digiteacha a chur ar fail do rang ar leith agus don oide
ar leith sin amhain agus caithfear iad a ghlanadh ag deireadh na scoilbhliana.

Ni ga cuntas leaninach a choimead ar chéipedil de réir an cheadunais. Ma roghnaitear Institidid Oideachais roghnaithe chun a cuid
coipedla a logdil (tri shuirbhé a dhéanamh né foirmeacha coimeadta taifid) i dtreo is go mbeidh a fhios ag ICLA cé na hudair, na
maisitheoiri agus na foilsitheoiri is ga tailli ceadunais a ioc leo, beidh ICLA i dteagmhail leis an Institidid mar gheall ar seo ar bhonn ar
leithligh.

An méid nach gclidaionn an Ceadtinas
Gach abhar ar an Liosta de Chatagdiri agus Saothair Eisiata chomh maith leis na catagoiri sainiula seo a
leanas:

L] Ceol Cloite (na focail san aireamh) =  Foilseachdin “Cdéipedil Cheadaithe”
. Cartai oibre nd bileoga taisc; mapai né = “Litriocht liath” (bileoga; foilseachain gan ISBN
cairteacha ar leithligh na ISSN)

Ba cheart an Liosta Eisiata a bheith le feicedil in aice coipiri abhartha uile sa choldiste agus ta sé ar fdil ar shuiomh gréasdin an ICLA. Ba
chéir cead a lorg 6 shealbhdir na gceart (foilsitheoir, ddar né ealaiontdir) ar gach dcaid chun céipeail a dhéanamh ar mhireanna eisiata
né abhair a sharaionn na teorainneacha thuasluaite. Ba cheart Liosta de Chatagoiri agus Saothair Eisiata na Riochta Aontaithe agus an
Liosta Cuimsithe d’fhoilsitheoiri na Stat Aontaithe a bheith taiscthe leis an oifigeach ceadunais agus/né leabharlann na hinstitidide. T4
na liostai seo ar fail ar shuiomh gréasain an ICLA.

Is dea-chleachtas é go n-aithnitear céipeanna le sonrai faoin udar, teideal, foilsitheoir agus ISBN/ISSN ag bun gach leathanach ionas go
mbionn sleachta 6 leabhair, irisedin agus tréimhseachdin admhaithe agus i dtreo is go bhfoghlaimeodh daltai an tabhacht a bhainean le
saothar daoine eile a aithint.

Ta sé ar intinn go mbeadh an doiciméad seo mar threoir agus ni mar ionadai do na Téarmai Ceadunais féin. | gcas coinbhleachta idir
an da cheann, beidh forlamhas ag an gCeadutinas.
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