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Copyright Policy

1 Introduction
1.1 Purpose of Policy

The purpose of the museum’s Copyright Policy is to provide guidance for staff and volunteers who work with the museum’s collection in order to support the integrity of the museum’s mission statement.  The Copyright Policy also aims to provide clear and consistent information regarding copyright laws, and helps ensure that the museum follows the Canadian Copyright Act in all of its activities.  It will provide the reader with information regarding:

· Responsibilities

· Usage and Permission

· Work created by volunteers

· Acquisitions

· Disputed artefacts

· Partnerships

2 Definitions

Please refer to the Copyright Guidelines or the Canadian Copyright Act for a definition of copyright, as well as summaries of copyright duration and the rights protected under its laws.

3 Responsibilities

It is the responsibility of the manager to ensure that all staff and volunteers of the museum are familiar with copyright issues that may affect the museum.  The museum will attempt to follow the most current version of the Canadian Copyright Act. 
It is the responsibility of the board of directors to ensure that this policy is reviewed every 5 years or less in order to remain compliant with the most current version of the Canadian Copyright Act. 

4 Use

The museum understands that it holds a special position, in that it is a both a user of third party material and also a creator of material for use by third parties.  The museum will always deal with copyright usage in a fair and consistent manner for all parties involved.  

4.1  The museum shall ensure that creative works are used properly and legally in the museum’s operations, whether these works are created by the museum or by third parties. 

4.2 The museum will also ensure that its use clearly respects the integrity of the works, and their creators, whether this is within the museum itself or as part of an online partnership.

4.3 The museum will not sell, transfer, license, or authorize the use of works within its collection without approval from the manager, whether these works are created by the museum or by third parties.

4.4  The Museum will ensure, to the best of its abilities, that third party users of the museum’s collections (both physical and online) and facilities use creative works properly, legally, and respectfully.  All copies and reproductions will be stamped with the following information:


“This copy may be used only for the purposes of research and private study, and any use of the copy for a purpose other than research or private study may require the authorization of the copyright owner of the work in question.  Responsibility regarding questions of copyright that may arise in the use of this copy is assumed by the recipient.” 


(Noel, Wanda. Staff Guide to Copyright: National Archives of Canada (Ottawa: the Archives, 1999) p. 81.)

5 Permission
In instances where copyright of material is not owned by the museum, the Museum will make every effort to seek written authorization from, and provide payment and acknowledgment to, original creators when required or desired for collection and exhibition projects.  

The museum will maintain a record detailing all attempts to contact a copyright holder when it is aware that an artefact is still under copyright.  These records will be permanently kept in the artefact’s file in case of future copyright disputes.       
6 Work Created for the Museum


6.1 Employees 
Any work created by an employee or volunteer of the museum while working at the museum, will belong outright to the museum, including work created for a special project or assignment. The museum will retain all of the rights associated with copyright that are laid out in the Canadian Copyright Act. 


6.2 Independent Contractors

The museum will complete signed, written agreements with contractors who create work for the museum and will seek copyright unless in special cases.  Compensation will not be provided to contractors until the manager has determined who will own copyright.


6.3 Volunteers

The manager will determine the owner of copyright with volunteers before they are assigned to complete the work.  In cases where the museum wishes to own the copyright of such work, a signed, written agreement will be completed between the museum and the volunteer.

7 Acquisitions
The museum will follow the steps outlined in the Acquisition Guidelines & Procedures and complete the Gift Agreement and Pre-Acquisition Review forms in order to ensure copyright is transferred to the museum during the acquisition process.  All relevant documentation pertaining to ownership and copyright will remain permanently in the artefact’s file in order to protect against ownership and copyright disputes in the future.  
8 Online Partnerships
Sharing the museum’s collection online provides an increased opportunity for partnership with other institutions and organizations.  As a result of this increased online sharing, the museum understands the necessity of maintaining professional standards within its records.  This includes ensuring that the museum owns copyright of all records and artefacts shared online, or has been authorized by the copyright holder to do so.  

8.1  The museum will make every effort to ensure that it is a member in good standing with any organizations with which it enters into partnership. 
9 Disputes 

Cases where disputes arise over the copyright ownership of particular records or artefacts will be dealt with on a case-by-case basis.  Individuals or organizations submitting complaints will be asked to provide supporting documentation as proof of copyright ownership.  The museum will consult with the board of directors or seek legal advice when copyright disputes occur.  

9.1  The museum will respond to copyright disputes in a timely manner, and will remove the record or artefact in dispute from public view until the conflict has been resolved.

