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SCHOOLS PHOTOCOPY SURVEY 2008 

Guidelines for Staff 
 
 
What is the survey about? 
 

This survey arises from legislation and agreements between schools, 
the Australasian Mechanical Copyright Owners Society (AMCOS) and 
the Copyright Agency Limited (CAL).  The agreements allow copying of 
print material for educational purposes and minimises the amount of 
record keeping necessary, while ensuring fair payment to copyright 
owners.  This survey system allows schools to take it in turns to keep 
copyright records on each other’s behalf. 

 
 
Who does the survey involve? 
 

Everyone photocopying at or for the school. 
 
 
 
What do I have to do? 
 

• UNPUBLISHED materials form 
 
After photocopying your documents, 
complete a record form which you will find 
in a folder next to the photocopier. Staff are 
to complete this record form when 
photocopying unpublished  material on a 
school photocopier. Non-staff using school 
photocopiers must also complete this 
record form every time copying is 
undertaken, so that the net meter readings 
will reconcile with the total volume of 
copying records. 
 

 
 

 
• PUBLISHED materials form 

 
Staff are to complete this record form when 
copying published  
material at a school photocopier. 
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• COPYING DECLARATION form 
 
Use this form when: 

1. Copying outside the school 
2. Copying into an alternative format 

such as slides 
3. Sending published material to a 

central print facility 
4. Receiving any copies of published 

material at a teacher 
in service. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Extra copies of these forms are available from your  
Copyright Survey Manager. 

 
 

This is all you are required to do for the photocopy survey. 


