
	
	Lady Stephenson Library
Newcastle upon Tyne
NE6 2PA
United Kingdom
	orders@cambridgescholars.com
www.cambridgescholars.com

Fax +44 (0)191 265 2056
	Cambridge Scholars Publishing is registered 
in the United Kingdom.

Companies House
Reg. Number: 4333775. VAT Number: 108280727.



[image: ]
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2.5 Copyright and Permissions Pack
This pack is designed to guide authors and editors in securing permissions for any third-party material included in their manuscripts. Cambridge Scholars Publishing (CSP) only publishes original work. Any material that is not your own (or for which you no longer hold copyright) must be referenced and, where necessary, accompanied by written permission for reuse.

[bookmark: _5lckyk7bvfbx]1. What Requires Permission?
Permission must be obtained in writing (email or letter) if your manuscript includes any of the following materials that you do not own the copyright to:
· Tables
· Figures, diagrams, or charts
· Photos, paintings, or film stills
· Logos
· Digital material (including screenshots)
· Song lyrics
· Ordnance survey maps
· Microsoft clipart
· Google Earth images (see: www.google.com/permissions/geoguidelines.html)

Permission is not required for:
· Short quotations, provided they are clearly referenced.
· References to another person’s research, if cited properly.
· Adapted/redrawn figures, as long as they are acknowledged with a caption such as “Adapted from…”







[bookmark: _xbhm132y18z]2. Responsibilities of Authors
· Authors must obtain and provide all necessary permissions in writing.
· Authors must observe any conditions set by the copyright holder, such as including a specific acknowledgement.
· Permissions are usually granted only for a specific publication and cannot be reused elsewhere without new permission.


[bookmark: _hal5fmrnbed1]3. Permissions Process
[bookmark: _iqi07dfatb7a]Step 1 – Identify Materials Needing Permission
Go through your manuscript and list any tables, figures, photos, etc. that are not your original work.
[bookmark: _h3gi7b4e6f9v]Step 2 – Request Permission
Use the Sample Permissions Request Letter (Section 5) to contact the copyright holder.
[bookmark: _pjjdyh7uib0m]Step 3 – Complete the Copyright and Permissions Form (Section 4)
Include details of all materials requiring permissions and attach copies of the permission emails/letters.
[bookmark: _3fla257h43ik]Step 4 – Submit to CSP
Once you have finalised all permissions, send the completed form and written confirmations to:
amanda.millar@cambridgescholars.com
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	Page and details of item
	Copyright holder
	Special requirements
	Copyright/attribution details to appear
	Written confirmation supplied?

	
	
	
	
	

	
	
	
	
	


I confirm that the above list covers all materials whose copyrights I do not hold.
Name: ___________________________
Signature: ________________________
Date: ____________________________
[bookmark: _714jwy33ergd]5. Sample Permissions Request Letter 
Dear [Copyright Holder Name], 

I write to request permission to reprint the following material from your [Year] publication, [Title], published by [Publisher]:

 [List of specific tables/figures/photos, including page numbers] 

The material will appear in a forthcoming Cambridge Scholars Publishing publication: [Book Title, Author/Editor Name(s)] 

The expected date of publication is [Year]. 





The anticipated initial print run will be no more than 500 copies. This request is for non-exclusive world rights in all print and electronic formats. 

If you do not hold these rights, please let me know who does. 

For any further information from the publisher: 
Cambridge Scholars Publishing 
Lady Stephenson Library 
Newcastle upon Tyne NE6 2PA 

United Kingdom
Email: admin@cambridgescholars.com 

Thank you for your time and consideration. Sincerely, [Your Name]
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