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Copyright Permissions Checklist

Keep track of items you add to your thesis which are the work of another: e.g. a
diagram from a journal article.

Determine if permission from the copyright owner is required as the material may
be free to use (check the terms of use or licence). It may also be able to be used
under the fair dealing provisions of the Copyright Act 1994.

If permission is required identify who is the copyright owner.

Send a permissions letter / email to the copyright owner.

Record the correspondence in your permissions report (see Copyright Permissions
Report).

If no response is received, send a follow-up to the copyright owner, and record this
in your permissions report.

If there is still no response, look for an alternative copyright owner to write to,
reduce the amount to what is allowable under fair dealing, or remove the material
from the thesis.

When a response is received, record details in the permissions report

If permission is granted, include the quotation, extract or image in the thesis, and
reference with full bibliographic citation.

If permission is granted for the print version but not for the digital version of the
thesis indicate this when you deposit your thesis.

The library will replace the quotation, extract or image in the digital version with a
statement such as: “This image (or, this text) has been removed for copyright
reasons”, but reference with full bibliographic citation.

If permission is not granted:

a. Reduce the amount of material quoted so that it falls within fair dealing, and
reference it

b. Paraphrase or rework the material so that it is no longer a direct quotation or
duplication, and reference it. Make sure it clearly indicates that the material
has been adapted or modified

c. Remove the material from the thesis altogether

d. If appropriate, replace the removed material with an alternative quotation or
extract for which copyright permission has been obtained, and reference it

Before final publication of the thesis:

a. Check that permission has been obtained from copyright owners for all in-
copyright material included in the thesis, and that all stipulations and
conditions have been complied with.

b. Ensure that the inclusion of such material in the thesis is in accordance with
the permissions granted by the copyright owners, with licence agreements, or
with the relevant provisions of the Copyright Act 1994 and amendments.

c. Confirm that the integrity of the in-copyright material has been stored, and
that the moral rights of the authors of that material have not been infringed.

d. Check that all quotations, extracts and images included in the thesis have
been correctly referenced with full bibliographic citations.

Adapted by the University of Otago Library from the: Copyright Guidelines for Research Students by
Tony Millett who was commissioned by LCoNZ (retrieved February 17, 2012).
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