
Application Form for Copyright Clearance of Course Pack
	Course Code:
	

	Course Title:   
	

	No. of Students:
	

	First day of class:
	
	Last day of class:
	

	Name of Professor/Instructor:
	


	Dept/Div. and Signature of Chairman/Head/Director
	
	Signature:


	Email:
	
	Tel.:
	



Course Pack Copyright Clearance Agreement
I hereby authorize the Copyright Clearing Office at CUHK to secure all copyright permissions for any item included in the Course Pack from the Hong Kong Reprographic Rights Licensing Society Limited (HKRRLS). I will provide complete citation information for all the content materials which are not my original work. I understand that incomplete citation information can delay the Course Pack copyright clearance. I will further defend and indemnify The CHINESE UNIVERSITY OF HONG KONG against any liability if any of the information provided is inaccurate or incorrect.
I hereby also declare that I have read the restrictions and obligations of preparing course packs as set out in the attachment (Attachment A) and will observe and comply with the terms. 

Signature of Professor/Instructor: ___________________________________________


Date: ___________________________________________
Please:
(  
Complete this form
(  
Sign on the hard copy? 
(  
Note the mandatory requirement on the cover page of every course pack as set out in Attachment B

· Return this form (in hard copy) together with a completed FC-2 form to:

Copyright Clearing Office (CCO)
1/F University Library, The Chinese University of Hong Kong Library
For enquires please contact:

Copyright Clearing Office  tel. ext. 39732 
email:  cco@lib.cuhk.edu.hk

------------------------------------------------------------------------------------------------------------
For office use only:
	CCO serial number:
	CCO
	
	Date:
	

	
	
	
	
	
	
	
	
	
	

	HKRRLS Reference Number:
	HCP
	
	Date:
	


FOR YOUR RETENTION




Restrictions and Obligations of Preparing Course Packs

(extract from the Licence Agreement)

1.
The Licensee must ensure that: 

(a)
all Copies of the Licensed Materials and Course Packs are only made by:

(i)
the instructors or staff of the Licensee;

(ii)
staff of organizations owned or financed by the Licensee; or 
(iii)
staff of any organizations authorized by the Licensor;
(b)
all Copies of the Licensed Materials and Course Packs are only made within the premises of the Licensee, organizations owned or financed by the Licensee, or any organizations authorized by the Licensor; 

(c)
all Copies of the Licensed Materials and Course Packs are made on the initiative of the Licensee's instructors. No Copies of the Licensed Materials or Course Packs may be made upon request by any other persons;

(d)
no more than one (1) Course Pack, plus sufficient Copies of that Course Pack for distribution to the Licensee's instructors and students, shall be made in relation to the same Course of Study. The Licensee shall obtain a unique reference number from the Licensor for each Course Pack ("Reference Number"); and
(e)
with respect to a Course Pack, it shall not include Copies of extracts from more than thirty (30) Works.
(f)         
the digital copies must be placed on a network requires secure authentication and is only accessible by CUHK students and employees.
2.
The Licensee shall observe and comply with the following limits when making Copies of the Licensed Materials:

(a)
subject to the limits set out in clauses 2 (b) to (c) below, each of the Licensee's instructors and students may receive no more than one (1) set with respect to the same Course Pack;

(b)
with respect to each issue of newspaper, journal or periodical, the Licensee shall not, in any one academic year, copy more than one complete article of any length from that issue of newspaper, journal or periodical for inclusion in any one single Course Pack; and
(c)
with respect to any other Licensed Materials other than newspapers, journals or periodicals, the Licensee shall not, in any one academic year, copy more than ten percent (10%) or a chapter of that Licensed Material, whichever covers the smaller portion of the Licensed Material, for inclusion in any one single Course Pack. 
3.   
The Licensee agrees to exhibit on the first page of every Course Pack made by compilation of Print or Digital Copies of the Licensed Materials a notice setting out the date of making the Copies, the names of the authors, the names of the publishers, the titles of the Licensed Materials and the publication year, together with one of the following quotations:

“This material (insert the Reference Number) has been copied in accordance with the terms of the licence issued by The Hong Kong Reprographic Rights Licensing Society Limited. You are not permitted to make any further copy of this material, or to make it available to others. No re-sale is permitted.” [For printed copies, please refer to the sample page: FC-1 Attachment B_Print]

“This material (insert the Reference Number) has been scanned in accordance with the terms of the licence issued by The Hong Kong Reprographic Rights Licensing Society Limited. Unless otherwise authorized, you are not permitted to make any further copy of this material, or to make it available to others. No re-sale is permitted.” [For digital copies, please refer to the sample page: FC-1 Attachment B_Digital]
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