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Copyright Safe Use Policy
[bookmark: _Hlk177287464][bookmark: _Hlk178143094]Applicability
This policy applies to all trustees, other volunteers, employees, contractors, and third-party representatives of the charity.  Its requirements should be reflected in other policies and procedures, agreements and contracts, as necessary. 
Purpose

This policy is intended to safeguard creators’ rights, avoid copyright infringement, and ensure we act ethically and lawfully.

Principles

We comply with the law and respect the importance of human creativity and artistic expression, and only use AI to complement and enhance this, not replace it. We:

· Respect creators’ rights - by using only content we own, have permission to use, or which is clearly licensed for reuse.
· Avoid copyright infringement - by not uploading copyright protected material into AI tools or other systems without permission.
· Are transparent - we acknowledge sources where appropriate.
· Use AI responsibly - we take all reasonable steps to ensure AI‑generated content does not misuse copyrighted work.
Procedures

We only use content we have the right to use and ensure that any text, images, audio, video, or data we use meets at least one of the following:

· Created by a member of our organisation. 
· All Intellectual Property created by anyone working for our organisation is owned by us to the fullest extent allowed by law.
· Unless our prior written agreement for another arrangement has been given. 
· Provided under licence, such as from a stock library, paid subscription, or media licence.
· Explicitly labelled as public domain, or Creative Commons and permitted for your use.
· Provided by a partner who has given written permission.
Generated by an AI tool in a way that does not copy or reproduce protected works, or falls with fair dealing, allowing it to be used..

Mitigating Risk

When using AI systems, we do not:

· Upload copyrighted material unless we own it, have permission or permission isn’t required.
· Paste in books, articles, reports, or paid content.
· Copy text from books, articles, or websites without permission.
· Ask AI to imitate a specific author, artist, or creator.
· Request content “in the style of” a named individual.
· Use screenshots of copyrighted material.
· Use AI to recreate or adapt copyrighted images or artwork.
· Use AI to generate content that imitates a specific creator.
· Use images from Google Images, or other online source, unless clearly licensed.
· Assume online images are not free from copyright. 
· Share AI‑generated content without checking it is original and safe to use.
Online Content Licences

Before using content from the Internet, we check if it’s labelled for reuse, requires attribution and or forbids modification. If the licence is unclear, do not use it.

Attributing Sources

When using Creative Commons or other licensed content we include the creator’s name, licence type and a link to the source where possible.  For example, “Photo by Jane Smith, CC BY‑SA 4.0.”

Record Keeping

Where possible, keep a simple record of where content came from, what licence it had and when it was downloaded or used. 

Using AI‑Generated Content Safely

We recognise that AI‑generated content can still raise copyright issues if it closely resembles existing work. To minimise risk, we may:

• Ask AI to summarise, rewrite, or explain our own content
• Avoid prompts that reference specific authors, artists, or brands
• Use prompts like:
• “Write in a neutral, professional tone”
• “Create an original explanation of…”
• Review outputs for similarity to known works
• Do not publish AI‑generated images that resemble real copyrighted characters or artwork.

AI Checking for Copyright Infringement

Here's a prompt below that you can use to check if material you wish to use is copyright or not but you must read my caveats below.

Please review the following draft text and check whether it appears to copy or closely match any published material online. Flag any passages that look like they may be copyrighted or plagiarised, and suggest how they could be rewritten in plain-English, original wording.

When it comes to checking for copyright risks, we may use AI to check for copyright but we recognise its limits. It can scan draft text for obvious overlaps, search the web for matches, flag passages that look like duplication, and even suggest plain‑English rewrites to reduce risk. We recognise that it cannot guarantee originality, replace professional copyright or IP review, or access subscription‑only plagiarism databases.
We use AI as a practical tool for spotting and fixing potential issues, but responsibility for compliance and proper attribution always rests with our human oversight.

Copyright Licensing Agencies
If we believe that we might wish to make us of copyright material or there is a material risk our use of AI might result in inadvertent use of copyright material, we will give consideration to purchasing a copyright licence to mitigate this risk. The 2 most likely are:
· NLA Media Access, licenses the reuse of newspaper and magazine content. Charities and other organisations are subject to copyright law and may need a licence to legally copy, share, or redistribute press content.
· The Copyright Licensing Agency (CLA) allows organisations to legally copy and reuse content from a very wide range of published sources, including books, journals, magazines, and websites.  
But we recognise that there are others included in the Government's full list of licensing bodies and collective management organisations.
Version Control - Approval and Review
This policy will be reviewed periodically, or following an incident, change in legislation, or other significant factors.
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Resources 

Charity Excellence

NLA Media Licences.
CLA Licences.
[bookmark: _Hlk217930648][bookmark: _Hlk133738093]KPMG - AI and copyright – what is permitted when using LLMs? - 18 Jan 24.
Disclaimer & Legal

This document may be used by non-profits and may not be used on a commercial basis, without our prior written approval.  Copyright and all other intellectual property rights of this and any derivatives of this document are retained by Alumna to the fullest extent possible in law.  

We are neither lawyers nor accountants, so are unable to offer professional advice.  Even if we were, we could not offer advice that would adequately cover all charities or all circumstances.  This draft policy is an example only and not intended to be taken into use as is. If you have a regulator other than the Charity Commission, there may be other requirements that are not necessarily included in this example policy. 

In using this draft policy, you are accepting that you will take all necessary steps, including seeking professional advice, to ensure the policy approved meets fully your charity’s needs and complies with all regulatory and legal guidance, keep it under regular review and ensure it is up-to-date and that we have no responsibility whatsoever for any loss or detriment that may arise from using it.  I have included links to regulatory guidance, and you can find pro bono support using the Charity Excellence Help Finder.

Ethics note: AI was partially used in researching this guide, subject to direction and oversight by a human. 

Ian 

Ian McLintock ½ Founder
ian@charityexcellence.co.uk
www.charityexcellence.co.uk

Iterations:

Initial; draft 26 Dec 25.
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