
When you keep 
track of what  
you copy, you’re  
making sure 
the authors and 
publishers are 
being paid! 

Copibec offers free information 
sessions about copyright, the 
copying agreement, data collection 
and SAMUEL.

Get in touch with us. We would  
be pleased to come and see you  
or organize a virtual meeting!

606 Cathcart St., Suite 810 
Montreal, QC 
H3B 1K9

Phone:
514-288-1664 or 1-800-717-2022

Fax:
514-288-1669

licences@copibec.qc.ca
www.copibeceducation.caFor more information about 

the copying agreement and 
copyright in general, visit  
our Educator Space at  
www.copibeceducation.ca/en.  
Be sure to refer to the FAQ 
for answers to many common 
questions.
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You are required to provide 
bibliographic references on the 
copied documents distributed 
to students or kept in your files. 
By doing so, you will also be 
recognizing the author’s creative 
work. Bibliographic references 
include the author’s name, 
publisher’s name, complete title 
of the work, publication date and 
place, and page numbers copied.

www.copibecdigital.ca

EXPLORE
SAMUEL!

Discover the words and images 
of local creators, including books, 
magazines, song lyrics, sheet music, 
contemporary art and press photos.

The copying agreement covers all 
the content in SAMUEL so there 
is no extra charge for teachers, 
schools and school boards. 

NAME
YOUR
SOURCES

VISIT OUR
EDUCATOR SPACE!

SESSION
INFORMATION

http://www.oblik.ca


Under the copying agreement between Copibec and the Ministère de l’Éducation, 
de l’Enseignement supérieur et de la Recherche (MEESR), teaching personnel 
in preschool, elementary and high school institutions, including adult education 
centres and professional training centres, are allowed to legally copy excerpts 
from copyright protected works. The agreement ensures that authors and 
publishers receive royalties (licence fees) for the use of their works.

Excerpts can be copied from works in the Copibec repertoire (catalogue) in print 
or digital format. Under certain conditions, you also have permission to display 
entire works in class. The agreement covers books, magazines, newspapers, 
encyclopedias, guides, exercise books, etc. published in Quebec and the rest of 
Canada as well as nearly 30 other countries.

Why?
You have a very important role to play in ensuring 
that the royalties paid by MEESR are redistributed to 
the authors and publishers of the works that have 
actually been copied. When you report your copies, 
you are telling us who should be paid the royalties 
we collect. Thanks to Savia, our online copyright 
licensing and rights management system, all it 
takes is a few clicks to report your copies!

Has your school been selected to collect data? 
Your participation is essential… and compulsory. 
The authors and publishers of the works you use 
are counting on you!

How?
You will need to sign into your Savia account to 
indicate whether or not you made any copies 
during the school year’s three reporting periods.

Savia
In the Copibec Educator Space at  
www.copibeceducation.ca/en, click the Savia 
link in the top right menu to access our online 
copyright licensing and rights management system.

Do you already have an account? Enter your email 
and password in the applicable fields. 

If you do not have an account, click “Complete  
the registration process” and follow the steps. 
In step 2, select your school. Only employees of 
the school board itself should indicate the school 
board instead of their individual school. 

Did you forget your password? Click “Forgot  
your password?”

Are you having problems signing in or creating 
your account? Do you have questions about online 
reporting? Please feel free to contact us.

Copies reported
If you did not make any copies during the 
specified period, tick the appropriate box to 
indicate that you did not reproduce any material 
that has to be reported. This gives us confirmation 
that nothing has been forgotten!

If you made copies or displayed works in class, 
click PAY-PER-USE LICENCES / COPY LOG ENTRIES 
in the left hand menu and follow the 5 steps to 
report your copies. You have to complete a copy 
log entry for each document copied. All the 
requested information is important and enables us 
to redistribute royalties to authors and publishers 
for the use of their works.

Most of the documents used in schools are  
already listed in the Copibec repertoire. Refer to  
the book’s ISBN number to report your copies 
quickly and easily.

Copies that do not have  
to be reported

	Reproducible material. However, you have 
to respect each publisher’s copying terms and 
conditions.

	Works in SAMUEL. These works are 
automatically reported to Copibec when you 
make your initial request. You therefore do not 
have to report them again. To access, SAMUEL, 
go to www.copibecdigital.ca.

	Material not covered by the copying 
agreement, such as:

	 Works in the public domain, works on  
the Exclusions List or works whose 
reproduction has been authorized directly  
by the copyright owner or its representative  
or under commercial agreements that apply  
to the institution.

Data collection procedures
The designated person in your school will give 
you more details about the procedures for 
collecting data.

Certain works or categories of works are 
excluded from the agreement. The exclusions 
can vary according to the copying format and 
publisher. It is important to check the Copibec 
Exclusions List to make sure the work you want 
to copy is covered by the agreement. If you want 
to copy an excluded work, you need to contact 
the copyright owner directly.

A copy of the Exclusions List is available in your 
school or can be viewed in the Copibec Educator 
Space at www.copibeceducation.ca/en.

Works in the public domain or other works that 
can be copied without permission (e.g. works 
available online under Creative Commons 
licences) are not subject to the agreement and 
therefore do not have to be reported to Copibec 
when they are copied.

THE AGREEMENT
IS COVERED BY
NOT EVERYTHING 

If you want to exceed the limits specified in 
the copying agreement, you have to request 
permission from Copibec before making the 
copies. Your school will be billed whenever  
the limits are exceeded.

Copying excerpts  
from works
For works developed specifically for preschool, 
elementary or high school education purposes 
(teachers’ guides, students’ textbooks, exercise 
books, grammar guides and atlases designed 
specifically for programs of instruction), the 
copying limit is:

	10% of the work or 25 pages, whichever  
is less 

These works are specially identified in the 
Copibec repertoire.

For all other types of works, the copying  
limit is:

	15% of the work

Provided you stay within the limits, you can 
photocopy or scan an excerpt in order to display 
it on a smartboard (with the option of saving it 
for the next class after using smartboard tools 
to work on it with students), make it available 

Displaying entire  
works in class
WORKS NOT AVAILABLE IN DIGITAL FORMAT

Under the agreement, you can also make one 
copy of an entire work in order to display it on 
a smartboard if the work is not commercially 
available in digital format. You are also allowed 
to use a document camera to project a work. In 
both these cases, a few copies of the original work 
must be made available to students in the class.

WORKS AVAILABLE IN DIGITAL FORMAT

An entire work that was legitimately acquired 
in digital format can be displayed using a 
smartboard. However, in the case of legitimately 
acquired digital format works specifically 
designed for preschool, elementary or high 
school education purposes, you are only  
allowed to project them on a smartboard if  
all the students have original versions of the 
work or if the work comes with a publisher’s 
licence that allows such use.

Making copies in 
alternative format
The agreement allows you to reproduce an 
entire work in large print or modify its original 
colours for use by students with sensory, physical 
or neurological disabilities. It is also possible to 
modify a legitimately acquired work so that 
students can use software or an application to 
enter their answers or notes directly. If a work 
is not available in a format that allows optical 
character recognition software to be used for 
speech synthesis, a digital format copy may be 
made but you are required to check with Copibec 
in advance to see if the work can be obtained.

to students on a secure network or email it to 
students by using a school or school board email 
address. However, if the excerpt is commercially 
available in digital format, that version must 
be purchased.

Digital format excerpts must be accompanied 
by a clearly visible notice that prohibits students 
from printing out more than one copy or 
transmitting the excerpt to anyone else except 
in the context of communications with the 
teacher or other students for team projects or 
participatory work.

IMPORTANT! 
The agreement does not allow you to make 
copies to produce coursepacks or exercise 
books. This applies to both print and digital 
format copies.

TYPES OF COPYING

ALLOWED EXCEEDING
THE LIMITS

DATA
COLLECTION
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copied documents distributed 
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By doing so, you will also be 
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include the author’s name, 
publisher’s name, complete title 
of the work, publication date and 
place, and page numbers copied.
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Discover the words and images 
of local creators, including books, 
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contemporary art and press photos.

The copying agreement covers all 
the content in SAMUEL so there 
is no extra charge for teachers, 
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