
 

COPYGHANA BUSINESS LICENCE 

Copying Guidelines 

for Employees 

The CopyGhana Business Licence permits employees and other authorised personnel to make 

paper or digital copies of copyright-protected material to which the organisation has lawful 

access, subject to the Licence Terms and Conditions. 

    The Licence Permits 

01 

Photocopying  

02 

Scanning  

03 

Printing  

04 

Copying of 
permitted digital 
content 

    What Can I Copy? 

The Licence may cover: 

■​ Books and book chapters 

■​ Magazines and journals 

■​ Newspapers and periodicals 

■​ Reports and research publications 

■​ Articles and press cuttings 

■​ Selected digital publications and online content 

■​ Other copyright-protected material within the CopyGhana Repertoire 
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    What Can I Use Copies For? 

Copies may be used for permitted internal business purposes, including: 

■​ Sharing with colleagues at meetings or briefings 

■​ Internal research and reference 

■​ Research and development 

■​ Internal staff training and professional development 

■​ Health, safety and environmental awareness 

■​ Internal reports and presentations 

■​ Other legitimate internal business purposes permitted under the Licence 

REMEMBER   Copies must not be used for external distribution, sale or other purposes outside the scope of the 

Licence. 

    How Much Can Be Copied? 

The Business Licence permits copying within the limits and conditions set out in the CopyGhana Business 

Licence Terms and Conditions. 

Employees should only copy the amount of a work that is reasonably necessary for the permitted purpose. 

Do not copy an entire publication or substantial parts of a work unless the licence terms or CopyGhana 

expressly permit this. 

    Who Can Make and Receive Copies? 

Copies may be made and received by: 

■​ Employees 

■​ Consultants 

■​ Contracted workers 

■​ Other personnel authorised by the organisation under the Licence 

REMEMBER   Copies should not be supplied to customers, clients, members of the public or other unauthorised 

external persons unless expressly permitted. 

    Excluded Works 

Some works, publications, rightsholders or categories of material may be excluded from the CopyGhana 

Licence. 

If a work is excluded or is outside the CopyGhana Repertoire, permission should be obtained from the 

copyright owner, publisher or appropriate licensing body before copying. 
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    Digital Copies 

Digital copies may be shared through secure internal systems with authorised personnel, such as: 

■​ Internal email 

■​ Secure shared drives 

■​ Intranets 

■​ Internal training or learning platforms 

REMEMBER   Do not upload licensed copies to publicly accessible websites, social media platforms or other public 

or unauthorised platforms unless expressly permitted. 

    International Publications 

Some publications originating outside Ghana may be covered where the necessary rights are included in the 

CopyGhana Repertoire or are available through applicable reciprocal or other licensing arrangements. 

Where you are unsure whether an international publication is covered, seek guidance before copying. 

    Generative AI 

The standard CopyGhana Business Licence does not automatically authorise the uploading of 

copyright-protected material to Generative AI tools. 

Any permission relating to the use of copyright-protected material for Generative AI should be subject 

to a specific CopyGhana licence or permission where applicable. 

 

IMPORTANT 

These guidelines are provided for practical guidance only and are not a substitute for the CopyGhana 

Business Licence Terms and Conditions. 

If there is any conflict between these guidelines and the Licence Terms and Conditions, the Licence 

Terms and Conditions prevail. 

    Further Information 

CopyGhana 

Email info.copyghana@gmail.com 

Telephone 0302915289 

Website https://copyghana.org.gh/ 
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