	SAMPLE COPYRIGHT POLICY & PROCEDURE
Copyright allows people who create certain types of work to control how it is used. Because the relevant Law does not mention volunteers, the copyright belongs to them and not their organisation. Volunteers retain copyright of anything they produce unless they transfer it to the organisation. The volunteer may prefer to retain copyright and agree a licence for the organisation to use the work within agreed limits. Note that agreeing payment to license work from a volunteer may be seen as a payment for work, creating a contract. It also goes against the concept of volunteering as being an activity without financial reward.  
POLICY

1.
The Organisation understands that, by law, volunteers retain the copyright of any material they produce including designs and content.  Volunteers reserves the right to restrict the unauthorised copying or use of any material produced for the organisation by the volunteers of the organisations.

2. The Organisation therefore asks all volunteers to transfer copyright to them of material produced, this can be done either by the organisation paying a nominal fee, or the volunteer licensing the material for a set period of time and use.

PROCEDURE

All volunteers will be asked to assign copyright of all materials created or produced for The Organisation as soon as possible after appointment.

See form.




	SAMPLE OF COPYRIGHT

USE ORGANISATION'S LETTER HEAD

COPYRIGHT ASSIGNMENT

In line with The Organisation's Policies and Procedures

Section:

I, (volunteer's name)

Of (address)

Agree to assign to The Organisation the copyright of all material designed, created or produced by me for The Organisation from the commencement of my period of volunteering, for which I have received the sum of £1.

Signed:

Date:




	SAMPLE OF COPYRIGHT LICENSE

USE ORGANISATION'S LETTER HEAD

COPYRIGHT LICENSE

In line with The Organisation's Policies and Procedures

Section:

I, (volunteer's name)

Of (address)

Agree to license The Organisation  the copyright of  details of the work produced by me for The Organisation from start date of the license  to end date of the license 
Payment details (if appropriate) what form this will take, a one-off fee, annual fee etc.
Terms of the license how the work can be used 
Signed:

Date:
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