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Adding Creative Commons Licences to your materials – a brief practical guide

Information on the Creative Commons (CC) Licences has previously been provided by the National HE STEM Programme and is freely available at: http://www.hestem.ac.uk/resources/guides-and-publications/creative-commons-and-national-he-stem-programme
This brief guide aims to provide practical tips on how to add a CC licence to your materials. It does not detail which versions of the licence are most appropriate or background information on Open Educational Resources (OERs). CC licences are free to use.
REMEMBER you can only add CC licences to work that you have the correct rights to (e.g. you are the author or sufficient rights have been administered to you).

What does a CC licence look like?
Materials that are covered by CC licences display the CC logo. Each of the 6 basic CC licences has a specific logo containing user-friendly symbols to denote how the materials can be used with their common abbreviations.



 Attribution only (BY)



 Attribution – No Derivatives (BY-ND)


 Attribution – Non-Commercial – No Derivatives (BY-NC-ND)


 Attribution – Non-Commercial (BY-NC)


 Attribution – Non-Commercial – Share Alike (BY-NC-SA)


 Attribution – Share Alike (BY-SA)

	Attribution (BY) 
	Non-Commercial (NC)
	No-Derivatives(ND)
	Share Alike (SA)

	You must credit the licensor of the work.
	You can only use the work for non-commercial purposes.
	You may not create adaptations of the work.
	You may create adaptations of the work, but these must be under the same licence as this work.


The above table comes from ‘Creative Commons and the National HE STEM Programme’ authored by Alex Fenlon and licenced under a Creative Commons Attribution-Share Alike 2.0 UK: England & Wales Licence.
Adding the licence to materials
1. Before getting started, make sure that you have added key information to the ‘Properties’ section of your file: right click on your file (Excel, pdfs etc.) or in Word go to ‘File’; choose ‘Properties’ and add the following information to the ‘Summary’ tab:
- Title (of the material)
- Subject
- Author
- Company (HEI or organisation name)
- Keywords (HE STEM plus other key words – this helps to make Google searches etc. more effective)
2. Once you know which CC licence is most appropriate to use go to:
http://creativecommons.org/choose/
3. Answer the following questions:
- Allow commercial uses of your work?
- Allow modifications of your work? 

4. Choose the Jurisdiction of the licence as: UK: England & Wales
5. Add information into ‘Additional Information’

- Tell us the format of your work
e.g. text
- Title of work
e.g. Adding Creative Commons Licences to your materials – a brief practical guide
- Attribute work to name
e.g. © National HE STEM Programme South West Spoke, University of Bath 2011

- Attribute work to URL

- Source work URL
- More permissions URL
6. Click on ‘Select a Licence’
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7. Copy and paste the logo and licence information. You may find it easier to paste into a text box:

The licence information includes a hyperlink to an explanation of what the chosen CC licence covers, both briefly and in full-detail (the ‘human-readable summary’).
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8. You may wish to add more information or exceptions to the licence. This can be done by simply adding them to the text box (shown in bold):
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9. The CC website also provides code, which can be added (copied and pasted) to your website if appropriate to let your visitors know what licence applies to your works.

ALTERNATIVELY….
There is plug-in available from Microsoft, which allows you to automatically add a licence and the logo to any Office document:

http://www.microsoft.com/download/en/details.aspx?displaylang=en.&id=18413
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REMEMBER all HE STEM project materials and output must display the HE STEM logo and a relevant strap-line. The following should be used for SW HE STEM projects:


Other useful resources
A National HE STEM training workshop on Open Education Resources (OER) and Creative Commons Licences was run by SCORE through JiscLegal (12th December 2011, University of Bath, SW Spoke), which provided information on choosing CC licences. The presentation from the day can be found here:
http://www.slideshare.net/JISCLegal/jisc-legal-national-stem-programme-oer-creative-commons-workshop-bath 

JiscLegal provide a free at the point of use enquiry service for any legal/ compliance/ copyright/ licensing/ creative commons questions you may have, accessible via: http://www.jisclegal.ac.uk/ContactUs/EnquiryForm.aspx
Other valuable UK, HE-focussed resources on OER IPR Support Project can be found through: http://www.web2rights.com/OERIPRSupport/starter.html including Consent Forms, Template Permissions Forms.  There is also valuable information on Seeking Permission and Due Diligence. 

The OER IPR Support Risk Management Calculator is available here - http://www.web2rights.com/OERIPRSupport/risk-management-calculator/ 
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