Rights Checklist

This is intended as an aide-memoire for attending meetings involving rights. This may help you focus on the types of information you may need in order to clear the range of rights you require, within budget.. The list is by no means exhaustive and indeed what is here may inspire you to adapt it for your own needs and keep it handy when dealing with each project. You should also adapt the template in size to suit your needs.

	Project/Course Name:
	

	Type of Project (print/online/VLE):
	

	Publication Date (date content goes live):
	

	Whom to contact regarding rights queries:

Comment: This should be someone who can be contacted regarding any queries you may have on the content you are clearing, including refusals, costs, and removing content. Note that this may be more than one person, for different purposes.
	

	Minimum duration of rights clearance needed:

Comment: This is the minimum term you need to ensure the rights are in place for. You should aim to clear for a longer period though.
	

	Intended audience (students – campus use only/students – campus and remote/commercial – how is this being sold?):

Comment: List all intended distributions plans and number of users/students (taking into account any contractual arrangements below).
	

	Any contractual arrangements to be considered (e.g. collaboration with another body/institution/external funding):
	Yes
	No

	If ‘Yes’: Do these contractual arrangements impact on the product/course distribution (e.g. do rights need to be in place for the collaborator’s institution)? Is the collaborator clearing own rights when product handed over?
	

	Does the product need to be complete earlier for the collaborator (if so, note two publication dates)?
	

	Is the collaborator paying for producer/your institution to clear rights for them also?

Comment: It may be useful to see/consider any third-party collaborative contract regarding any other production issues which you can note (e.g. use of collaborator’s logo; copyright ownership; copyright acknowledgements; etc.).
	

	Clearance budget:

Comment: If a particular budget has been agreed, then you may need to advise on it’s validity after you are made aware of the extent of third-party content. Then you can agree the budget or advise content/budget to be adjusted. It is useful also to agree that some of the monies are held for a time to cover any possible ‘await claims’.
	

	Clearance timescale:

Comment: Clearances would need to be in place before embedding any content (especially if you are dealing with any unfamiliar content/rights owners).
	

	Date by which all third-party applications should be received:

Comment: This is the date you have agreed permits you to meet your clearance schedules (clearance requests, chase-ups, final decision time – all to be completed by the clearance timescale date above).
	

	Dates for clearance chase-ups:

Comment: You should allow at least two chase-up dates which ideally should be at least 4 weeks apart (when you become more familiar/experienced with particular rights owners, you may decide to lessen that period). Note particular projects may require a faster turnaround and a more dedicated approach to the clearances.
	

	Final decision date:

Comment: This is the date you have chosen in your production schedule to decide on the content where the clearances have not come through – even after your chase-ups. You should look at the content again and decide whether or not you are able to give approval for use of any of this content on an ‘await claim’ basis. You should take into account the following:

Rights owner: have you had permission from them before?

Likelihood of refusal (after two chase-ups)?

Likely cost – if claimed, is it still within your budget?

If you use content and a refusal is received after publication – can this be accommodated?

If online, can it be taken off without any, or too much, impact on remaining content?

If in print, can it be replaced within a reasonable timescale?

Are you able to renegotiate before requesting removal?
	

	Date for confirming to team using content:

Comment: This is the date the team require formal approval to publish the content.
	

	Details (list) of content intended for project:
	

	Significant issues regarding use of any third-party content:

Comment: This is to find out if any third-party content is fundamentally important to the structure of the project and, if too expensive or refused, would have a huge impact on the production. Such content may need special handling/negotiation and notification to team immediately. You may need to have a different/faster timescale for such content.

Even if at this stage the final content has not been decided, you should find out about the types of content that are to be used so that you can get a feel for the clearances( e.g. music (commercial/library); extracts from books, papers, etc; footage (source – Disney, BBC, etc); anything commissioned to be filmed (shot); photographs – sources), which may enable you to look into costs or advise on costs in relation to budget/timescale available for clearances.
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