1. Introduction

This Policy sets out rules
contractors, or other
(“Representatives”) regard

on behalf of
rights.

The Company is committeg
copyright is owned by the
third parties. This Policy
Company, to ensure the |
Company, and to ensure t
the Company respect the g

2. Scope of Policy

2.1  Copyrightis akeyi
the Company. It
subsistence of cop

Representatives an t.

2.2 This Policy applies
employees and Rej
times. This Policy
may be amended a
action.

2.3 This Policy applieq
Company, its empl
used by the Compa
the Company’s bus

2.4  Any questions relat
Policy, should be
name>>, <<inser
position(s)>>, <<ing

OR [<<insert

3. About Copyright

3.1 Copyright is an inté
fixed in a tangible fq

a) original lite
illustrations i

b) original non
databases;

c) sound and
d) film and tele

e) broadcasts;
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ployees and any and all agents,
the Company

brotecting copyright, whether such
byees and Representatives, or by
ess of copyright law within the
ent of copyright belonging to the
presentatives working on behalf of

and represents a valuable asset to
ompany is able to prove the
produced by its employees and

presentatives of the Company. All
bd to comply with this Policy at all
any contract of employment and
is Policy may result in disciplinary

eated and commissioned by the
tatives and to all copyright works
S Representatives in the course of

ellectual property rights, or to this
any’s Copyright Officer, <<insert
name(s) and/or

hich automatically protects works
, and artistic works (including

h as software, online content, and



3.2

3.3

3.4

Establishing Copyright P

4.1

4.2

4.3

4.4
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f) the layout of] ten, dramatic, and musical works.

Copyright prevents owing with your work:

a) copying;
b) distributing arge or for sale;
c) renting or le

d) performing, ork in public;

e) communicat ing putting it online);
f) making an a ny of the above with respect to an
adaptation.

There are addition ated rights”, that exist alongside

copyright:

a) Performers’ n a recording of a performance of
any kind, ing

b) Moral rights edged as the author of a copyright
work and fo bd in a derogatory way;

c) Database rig the selection and presentation of
data in a daf ether the database is electronic).

Copyright lasts for
according to the typ

a) Written, dra
author’s dea

b) Sound and

c) Films: 70 ye
composer;

The duration of copyright varies
most relevant are as follows:

tistic works: 70 years after the

s from the date of first publication;

e director, screenplay author, and

d) Broadcasts: first broadcast; and

ritten, dramatic, or musical works:
tion.

e) The layout d
25 years fro

Copyright is an autg
to pay and there is
nevertheless impor
in this way does n(
avoid confusion a
infringement.

D registration requirements or fees
of copyright works in the UK. It is
b shown below. Marking your work
otection afforded to it, but it does
dentially, particularly in cases of

The following notict
(this notice reflects

all original works, where possible

pbosition set out in Part 5, below):
“Copyright d e>> {year of first publication}.”

If a work is updated
to include the origin

ght notice should also be updated
e update or amendment.

In certain cases, it
additional copyright

hdd one or more of the following



4.5

Ownership of Copyright

5.1

5.2

53

54

5.5

5.6

Third-Party Copyright

6.1

6.2
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a) “The reprod
whether by
or otherwisg

all or part of this copyright work,
n any medium, whether electronic
permission of <<insert Company

b) “The commi bd act in relation to this copyright
work may re | actions.”

c) [<<insert fur >.]

If you are unsure
contact [the Compa
details>>] OR [<5
details>>].

le any additional notices, please
<insert name>>, <<insert contact
position(s)>>, <<insert contact

The Company sha
employees in the
otherwise between
out in your employ

When the Compa
(including, but not
third party will be th

all copyright works created by
yment unless expressly agreed
icular employee. [This is also set

pyright work from a third party
es who are not employees), the
ght.

assignment of the copyright (and
commissioned from a third party

[It is the policy of t
any other intellectu
whenever possible.

When commissioni
Company, consider
other intellectual p
Company or licensq

m a third party on behalf of the
to whether the copyright (and any
ork should be assigned to the

Questions concerni
to [the Company’q
details>>] OR [<3
details>>].

and licensing should be referred
nsert name>>, <<insert contact
position(s)>>, <<insert contact

It shall be the res
name>>, <<inser
position(s)>>, <<in
property transactio
licences.

bany’s Copyright Officer, <<insert
OR [<<insert name(s) and/or
0 keep records of all intellectual
ding contracts, assignments, and

All employees and |
must take care to a

aware of third-party copyright and
rse of their work.

A copyright work ca
a) The copyrig
b) You or the G

C) You have pq

ght;
jht owner (e.g. a licence); or

below, but note that these will not
Xt).

d) You are rely]
normally apy



6.3

6.4

6.5

6.6

6.7
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When using any m
and Representative
S0, it must then be
licence has been o
using any third-pa
<<insert name(s) a
required.

bpy or electronic form, employees
br third-party copyright applies. If
exception applies or whether a
ence needs to be obtained before
approval may be needed from
ularly in cases where payment is

The law provides a
the use of third-pa
owner. These inclug

limited exceptions that may allow
t the permission of the copyright

a) Non-comme
b) Text and da
c) Criticism, re
d) Teaching a
e) Assisting dig
f) Time-shifting
g) Parody, cari

h) The use b
museums) g

nd domestic purposes;

organisations (e.g. libraries and

In most cases it is
of third-party copyr
employee or Repre
of third-party copy
[the Company’s
details>>] OR [<{
details>>].

s to copyright will apply to the use
5e of any work undertaken by an
ny. Questions concerning the use
exceptions should be referred to
sert name>>, <<insert contact
position(s)>>, <<insert contact

[The Company has
covering the followi
[the different licen
work(s) in question:

licence] OR [collective licences]
ork. The terms of [the licence] OR
pd and followed when using the

a) [Printed pul y <<insert licence(s)>>. <<Insert

summary of (s) along with any restrictions>>.]
b) [E-books an by <<insert licence(s)>>. <<Insert
summary of (s) along with any restrictions>>.]

c) [Images are
what the licg

ence(s)>>. <<Insert summary of
any restrictions>>.]

d) [Films, sou
<<insert lice

air broadcasts are covered by
ary of what the licence(s) allow(s)

along with a
e) [Music is co (s)>>. <<Insert summary of what
the licence(s restrictions>>.]

f) [<<Insert

: opyright work and licensing
arrangemen

Any questions co
Copyright Officer, <
name(s) and/or pos

be referred to [the Company’s
rt contact details>>] OR [<<insert
ct details>>].



Software

7.1

7.2

7.3

7.4

Websites and Social Med

8.1

8.2

8.3

8.4

8.5
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Software is covered
software can and (
licences will limit
software may be in
and even the locati(

ich will generally set out what the
hat context, and by whom. Most
brs and devices that a piece of
re authorised to use the software,
e can be used.

Most software used
commercial use. |
source software tha
be taken with free
available free of
necessarily mean t
example, is free f
commercial use.

commercial software, licensed for
be a piece of free and/or open
entative wishes to use. Care must
ire. Th mere fact that software is
open source licence does not
ercially. Some free software, for
and requires a paid licence for

All employees and
provided by the C
licences carefully bg

ng to use software that is not
b terms of the relevant software

[No software may
without the approva
<<insert contact de

pany-owned computer or device
I/or position(s) e.g. IT Manager>>,

Websites generally
specific terms of u
how the website,
used.

copyright work and maost will have
s and conditions”) which set out
ade up of, may and may not be

Websites will also ¢
from another party.
it is therefore impa
work in question. It
content online do
commercially or oth

ht the website owner has licensed
copyright material from a website
ctually owns the copyright in the
rstand that the mere availability of
ban that it is free for re-use,

When posting or s
taken. In most case
will stipulate that,
website owner a lig
operating and/or pr
generally considere
sharing third-party ¢

on a website, care must also be
that allows the sharing of content
the site, users are granting the
t themselves for the purposes of
ser publishing the content is also
sible for obtaining permission for
b owner of the website.

The same conside
also important to k
more visible than t
collaborative nature

ng content on social media. It is
shared on social media is often
al website due to the public and

Content shared on
the Company mus
covered by a copyr
own behalf (e.g.
exception when s

s or Representatives on behalf of
lar care. Content which may be
ed by an individual acting on their
bs) may not be covered by any
Company (and therefore in a



10.

11.
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8.6

Notifying Copyright Infri

9.1

9.2

Requests to Use Compa

10.1

10.2

10.3

Implementation of Policy

This Policy shall be deem
shall have retroactive effed
this date.

commercial context

bpyright material online should be
icer, <<insert name>>, <<insert
I/or position(s)>>, <<insert contact

Any guestions cong
referred to [the C
contact details>>]
details>>].

ects or becomes aware of any
(or any other intellectual property
should immediately notify [the
e>>, <<insert contact details>>]
>> <<insert contact details>>],
e infringement.

If any employee (
infringement by a t
rights) belonging
Company’s Copyrig
OR [<<insert na
providing as much ¢

ects or becomes aware of any
sentative of any copyright (or any
g to a third party, they should
right Officer, <<insert name>>,
name(s) and/or position(s)>>,
much detail as possible of the

If any employee (
infringement by ang
other intellectual
immediately notify
<<insert contact
<<insert contact d
infringement.

ves any request, whether from
an external third party, to use or
D the Company, that request must
Dfficer, <<insert name>>, <<insert
I/or position(s)>>, <<insert contact

If any employee
another employee (
reproduce any cop
be referred to [the
contact details>>]
details>>].

than [the Company’s Copyright
ct details>>] AND/OR [<<insert
ct details>>] should negotiate any
he Company’s behalf [without

No employees or
Officer, <<insert
name(s) and/or pos
copyright assignm
authorisation].

and all such requests along with
response.

The Company shal
any assignments m

ert date>>. No part of this Policy
ly to matters occurring on or after



This Policy has been approved an

Name: <<insert
Position: <<insert
Date: <<insert
Due for Review by: <<insert

Signature:
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