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Administrative Procedures Manual 

Administrative Procedure 190 

COPYRIGHT 

Background 

The Division recognizes the rights of creators and expects staff members to be aware 
and uphold all copyright-protected policies as required by the Copyright Act and outlined 
in the Fair Dealing Guidelines. The Division also recognizes the need for students to 
have access to a wide range of educational resources. Accordingly, there exists a need 
to clarify both the creator’s and the user’s rights with respect to use of copyright material. 

Division staff members shall not duplicate print materials, computer software programs, 
video or audio materials that are protected by copyright; nor shall schools store or use 
duplicated materials that are in violation of copyright laws.  

The Division will not accept responsibility for any staff member who contravenes the 
Copyright Act or who copies materials, without permission of the author or publisher, 
which are excluded from the Fair Dealing Guidelines.  

Procedure 
1. School Principals are to ensure their staffs are aware of their responsibilities

under the Copyright Act.  This should occur at the start of the school year and
throughout the school year as appropriate and when new staff are employed.

2. Division staff are to refer to the Fair Dealing Guidelines outlined in Appendix A for
further clarifications of copyright-protected materials.  Additional information is
available at www.CopyrightDecisionTool.ca.

Reference: Section 33, 53 Education Act 
Copyright Act,  
CopyrightDecisionTool.ca 

http://www.copyrightdecisiontool.ca/
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