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INTRODUCTION 
This policy details the use of copyrighted works by [Client], its staff, contractors, freelancers, and 

Authors, as well as policies for use of [Client] content by third parties, and resolution of disputes 

regarding these uses.  Abiding by this policy shall be considered a prerequisite for employment with or 

publication by [Client].  Specific clauses may be superseded by outside contract(s) or agreements(s). 

The purpose of this policy is to provide a single reference point for issues regarding copyright and 

licensing.  This resource will be available to all staff, contractors, freelancers, authors, and third parties 

via the [Client] website.  This policy is intended to facilitate the production of creative work through 

guidance; it is not intended to stifle or censor creativity or expression.  Rather this policy protects the 

freedom of expression of all parties both in- and outside of [Client]. 

I. DEFINITIONS 
i. “Work” shall refer to any creative content in any medium and of any length that is 

copyrightable and has been produced or is in the process of being produced by [Client]. 

ii. “Copyright” shall refer to the laws and standards of the United States Copyright Office 

governing the ownership rights of creative works.  According to these standards, a Work 

shall be considered subject to copyright if it is original, creative (not a fact or abstract 

concept), and fixed (documented and reproducible), and it is not in the public domain.  

iii. “Author” refers to any person or group of people seeking publication of any Work(s) of 

their own creation through [Client].  

iv. “Third-party works” are any creative, copyrightable works in any medium and of any 

length owned neither by [Client] nor an Author contracted with [Client], but by any 

outside entity.  

II. SCOPE OF POLICY 
This policy is binding on all employees, contractors, and freelancers working with [Client] in any 

capacity and is considered a condition of employment.   

This policy also governs Author Works and the use of Author Works by [Client], and is a condition of 

publication.  Except where superseded by outside contract(s) or agreement(s), violation of this 

policy will be considered grounds for rejection of any Work for publication.  

III. OWNERSHIP 

i. TYPES OF OWNERSHIP 

a. In-house and For-hire 

Work(s) produced by [Client] staff, contractors, or freelancers at the direction of [Client], as part 

of regular employment at [Client], or as a for-hire project on behalf of [Client] or a [Client] 

Author shall be owned solely by the owner of the Work (usually the Author of the Work; 
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occasionally [Client] if [Client] is granted ownership rights through a specific contract) including 

illustrations, copy, layout designs, and marketing materials.  This does not include works 

produced by any of the aforementioned parties outside of their employment with or duties on 

behalf of [Client]; staff, contractors, and freelancers shall retain full ownership of any work 

produced independently and without connection to work done for [Client] and of their own 

volition.   

This clause shall be superseded by any contract(s) or agreement(s) entered into between 

[Client] and any of the above parties which transfers some or all of the ownership of any 

Work(s).  See Section III.ii on page 3. 

b. By a [Client] Author 

Work(s) written by a [Client] Author shall remain the sole property of that Author except as 

detailed in any contract(s) or agreement(s) to the contrary.  [Client] retains only the rights to use 

limited images of, excerpts from, and references to the Work(s) and the Author as necessary for 

promotion and distribution of the Work(s) or of [Client] Services.  See Section IV on page 3. 

c. Third Party Works 

Content owned neither by [Client] nor a [Client] Author may appear in Work(s) published by 

[Client].  Such third-party content will be used only with the permission or license to use from 

the copyright owner.  Such content may include references to Work(s) by another author, 

quotations, excerpts, images, photographs, design elements, audio elements, code, graphs, 

equations, music, or other creative content.  See Section V on page 4. 

ii. TRANSFERS OF OWNERSHIP & USE AUTHORIZATION 

a. Transfer of Ownership 

Written authorization must be obtained for any transfer of ownership in which [Client] is a 

party.  Any such transfer is only valid if signed by the [Client] CEO, R___ K______.  Copies of such 

transfers shall be kept electronically by [Client] in perpetuity.  

b. Implied Authorization to Use or License 

[Client] does not encourage reliance on implied authorization to use content of any kind.  An 

agreement or license must be stated for every piece of content used in any Work.  Agreements 

may be oral or contained in casual communications such as email, but must originate from the 

content owner or an agent thereof.  Provision of high-quality, usable content without such a 

statement does not constitute permission to use the content provided.  Disclaimers and 

acknowledgments are encouraged but do not substitute for stated permission or license.  See 

Section V on Use of Third-Party Works. 

IV. USE OF AUTHOR-OWNED WORKS 
[Client] is granted by the Author of any Work rights to publish, produce, and distribute each Work 
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published, sold, or distributed by [Client].  [Client] shall only use content or Work(s) owned by 

[Client] Authors according first to the terms of any contract(s) or agreement(s) governing said usage.  

The terms of any such agreement or contract will supersede the following.  [Client] has rights to 

modify any Work only as needed for production purposes and to modify the textual content of any 

Works undergoing editorial revision at the Author’s request.  [Client] may use limited excerpts or 

selections of Work owned by an Author for purposes of marketing or promotion of the Work or of 

[Client] and its services.  Where appropriate for the Work(s),  selections, images, or excerpts may 

appear on blogs, social media services or other websites as part of said promotion.  Work(s) shall 

only be used to promote [Client] in order to give relevant examples of [Client] services and only in a 

manner consistent with the message and promotion of the Work(s) and complementary thereto.  

[Client] is not obligated to use any individual Work(s) in any promotion except as defined by pre-

existing service agreements specific to the Work(s) in question.  Work(s) used in promotion of 

[Client] and its services may appear alongside images and excerpts of other Work(s) produced by 

[Client] at the sole discretion of [Client].  [Client] shall not exploit any part of any Work(s) in such a 

way as to damage the reputation or market value of the Work(s). 

Disputes regarding this policy or any application thereof shall be resolved as detailed in Section X. 

V. USE OF THIRD-PARTY WORKS 

i. SCOPE 
This policy governs the use of third-party content by [Client] staff, contractors, and freelancers.  

Authors are expected to guarantee that appropriate permissions have been obtained for all 

third-party content they provide to [Client].  

ii. SOURCES 
Third-party content will only be obtained in good faith through legitimate sources, retailers, and 

distributors.  

iii. DOCUMENTATION 

All statements of permission or license to use any third-party work must be documented.  These 

documents may be in the form of receipts, electronic receipts, emails, electronic documents, 

license agreements, contracts, or other file types.  These documents shall be kept electronically 

in a designated folder to be produced as necessary.  

iv. USING LICENSED WORKS 
Any [Client] personnel entering into a license agreement on behalf of [Client] must use only 

royalty-free works under a limited-use license.  Examine the license fully, considering the 

following issues: 

○ Are there any limitations on the use of the work?  Limitations may include commercial or 
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non-commercial use, medium, size, purpose, length of time.  These limitations must be 

documented along with the license and may interfere with the usability of the media.  

No material licensed under non-commercial limitation can be used by [Client].  

○ Are any additional or supplemental permissions required to the use the work?  For a 

photograph, is it necessary to get permissions from people, architects, sculptors, or 

artists whose work or likeness appears in the photo?  To avoid liability issues, use works 

that require as few permissions as possible.  When in doubt, omit the questionable 

content, or obtain a release.  

v. MEDIUM-SPECIFIC ISSUES 

a. Fonts 

Fonts shall be used according to the license set forth by the creator or distributor of the font.  

Non-standard fonts shall only be used if the license allows the font to be embedded in book 

files.  

b. Graphical elements 

1. Design elements (fleurons, borders, patterns, backgrounds, etc).   

Design elements and other graphics created by third parties shall be used according to the 

license agreement set forth by the creator or distributor of the content.  

2. Stock photos (photos purchased from a commercial stock-photo retailer) 

All stock photos shall be used only in accordance with the specific use license for that photo 

or service.  Photos will not be used to support any illegal, unlawful, slanderous, 

pornographic, libelous, defamatory, or objectionable material.  

3. Other photos  

[Client] may on occasion use professional photos, personal photos from staff, or photos 

provided by Authors.  These photos shall not be used to support any illegal, unlawful, 

slanderous, pornographic, libelous, defamatory, or objectionable material. 

[Client] shall own copyrights to photos taken for hire, or by staff members in the course of 

directed duties unless otherwise stated in specific contract(s) or agreement(s) governing the 

photo(s) in question.  Photographs provided voluntarily by staff or Authors for the purpose 

of use in any Work, including commercial or promotional material, shall imply an automatic 

license to use the photo for the stated purpose.  If such photos contain the likeness of the 

staff member or Author, there shall also be an assumed license of publicity to use the 

likeness.  Specific permission shall be obtained before use of such photos for additional 

Works or purposes. 

o Photos Containing People 
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[Client] is conscious of concerns regarding rights of publicity owned by other subjects 

in such photos.  All reasonable measures will be taken to obtain a publicity release 

from any identifiable persons, or to remove or obscure their likeness before 

publication or distribution of any Work containing the photos.  

A publicity release to allow a likeness to appear in a specific photograph for specific 

Work(s) shall be obtained whenever a background figure is identifiable.  The signed 

release must be received and on file prior to publication of the media.  If no release 

can be obtained, the likeness will be omitted or obscured.   

Releases must be obtained from guardians of minors if a minor appears in any media.  

o Trademarks and Logos in Photos 

Photos must be carefully composed so that it is entirely clear whether any 

recognizable logos or trademarks are merely incidental to the setting, or if they are 

deliberate features.  See the section below regarding deliberate use of trademarks.  If 

there is any confusion or possibility of confusion regarding the purpose of a trademark 

in a photo, it must be omitted or obscured. Trademarks may include certain layouts, 

colors, or decor in addition to logos.  

When evaluating a photo incidentally containing a trademark, the following criteria 

must be considered: 

 For incidental use, the trademark must not be prominent.   

 Is the trademark relevant or important to the setting?  Is the message of the 

photo compromised if the logo or trademark is removed? 

 The tone and portrayal must not be negative or derogatory towards the brand. 

 The composition must not in any way indicate that the brand is sponsoring the 

photo or any Work it is associated with (assuming that is not the case).   

c. Trademarks & Logos  

1. Definitions:  

A ”trademark” is any identifiable piece of media that helps consumers to identify the source 

of a product or service.  It may include names, phrases, colors, fonts, specific designs, 

sounds, or a combination of the above.  The name, biographical data, likeness, or any 

personal branding of an individual will be treated as trademark material.  

“Infringement” is use of the same or overly similar media in a similar enough manner so as 

to create confusion among consumers about the source of the product, service, or message.  

“Dilution” occurs when the use of a similar mark causes the original mark to lose 

distinctiveness or causes a tarnished public view of the original mark.  
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2. Acceptable uses of Trademarks and Logos 

o Nominitive Use - The trademark is mentioned or portrayed in passing for the sake of 

clarity of an Author’s point. 

o Fair Use - The trademark is mentioned or portrayed as part of a description of or 

comments on goods, services, or practices of that brand for purposes of comment, of 

parody, or for clarity of the Author’s point.  

o Any use of any trademark that can be seen as infringing or diluting an existing 

trademark is not acceptable.   

3. Portrayal and Extent of Use 

Trademarks in any medium shall not be included except where vitally relevant to the Work 

for purposes of comment, reference, or clarity and shall be used as minimally as possible.  

Where not essential to the Work, trademarks shall be omitted or obscured.   

Works whose purpose is to comment on unflattering practices or qualities of a particular 

brand shall abide by these policies.  Trademarks shall only be featured where absolutely 

necessary for comment or clarity.  Trademark media may only be altered for the following 

purposes: 

o For layout in any Work or promotional materials; 

o For parody or comment on the trademark media; 

o Reporting or comment on a media featuring an altered trademark. 

d. Textual Content 

1. Reviews   

[Client] assumes an implied license to use the content of any reviews of any Works 

published by [Client] for promotional purposes, with attribution of the author and publisher 

of the review.  

2. Quotations and reference material 

Any textual content from third-party sources used in Works or promotional materials must 

be clearly set apart from beginning to end, and contain clear citation to the original source.  

Source formatting will depend upon the type of Work and the style agreed upon with the 

Author.  

vi. FAIR USE (THIRD-PARTY CONTENT USED WITHOUT EXPRESS PERMISSION) 
Every reasonable effort must be made to obtain permission or license to use third-party 

content.  If no permission can be obtained, staff and Authors are encouraged to omit the third-

party work entirely.  Only if the third-party work cannot be omitted without materially 

compromising the Work shall Fair Use be considered.  
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Acceptable Cases for Fair Use: According to the 1961 Report of the Register of Copyrights on the 

General Revision of the U.S. Copyright Law, certain specified uses of a copyrighted work are 

acceptable without requiring prior permission of the copyright holder.  Of these allowed 

situations, [Client] allows reliance on Fair Use for the following:  

o quotation of excerpts in a review or criticism for purposes of illustration or comment;  

o quotation of short passages in a scholarly or technical work, for illustration or clarification of 

the author’s observations;  

o use in a parody of some of the content of the work parodied. 

Any use of third-party works relying on Fair Use must contain only the barest minimum of the 

borrowed work essential to the Work in production.  The use of this material must not damage 

the value or marketability of the original work.  

VI. SOCIAL MEDIA ACCOUNTS AND CONTENT 

i. DEFINITIONS 
o “Account” shall refer to the user specific tools, functions, information, content, and contacts 

provided by any specific social media service and accessible only to a single party via unique 

credentials (such as a user-name and password), and shall include access to these services 

and knowledge of the account credentials.   

o “Social media service” shall refer to any existing or hereafter developed service or 

community existing primarily on the internet, containing user accounts (see “Account”) 

which allows direct creation and sharing of content between users.  These services may 

include but are not limited to blogging platforms, professional networks, and social 

networks.  

o “Posts” shall refer to any contained section of content written or appearing on a social 

media service at a finite time.  Posts may include images, videos, audio, location data, user 

data, or other media.  

ii. ACCOUNT OWNERSHIP 
Accounts with any social media service shall remain the sole property of their original owner or 

creator.  Authors choosing to grant [Client] permissions to access any specific social media 

account which the Author owns and to post on the Author’s behalf shall retain full ownership of 

the account.  Accounts created by [Client] staff, contractors, or freelancers at the behest of 

[Client] and for the benefit of [Client] or any Author shall be considered work for-hire and shall 

be owned by the entity funding the account and the creation or management thereof.  See 

Section III.i regarding ownership of works for-hire.  

iii. CONTENT OWNERSHIP 
Content created for, appearing on, or materially related to any social media account including 
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but not limited to posts, media, graphics, data, descriptions, comments, contacts, followers, or 

other content shall be owned solely by the owner of the account.  

VII. RESPONSIBILITY & LIABILITY FOR [CLIENT] PUBLICATIONS 

i. SCOPE  

This policy affects all Works produced or published by [Client] for any Ghost Publishing™ service 

or under any [Client] imprint.   

ii. RESPONSIBILITY FOR PERMISSIONS 

a. Content provided by the Author 

Any Author publishing with [Client] guarantees to [Client] that the Author owns the work in 

question, has the right(s) to enter into a publication agreement for the Work, and/or has 

obtained all necessary permissions and licenses for use of any outside content contained within 

the Work.  [Client] does not have absolute editorial control over any Work(s) and so does not 

assume any liability for copyright disputes brought by outside parties regarding content 

provided by the Author.  The Author shall be prepared to produce proof of permission(s) or 

appropriate license(s) to use any third-party work(s) within the Work(s) upon request.  This 

proof may be in the form of signed or accepted licenses, receipts, or other agreements or 

contracts. 

e. Content provided by [Client] - see the previous section on Use of Third-Party 

Works.  

iii. REJECTION OF INFRINGING CONTENT 
If [Client] learns by any means that any content provided by an Author is or may be infringing, 

the matter shall be investigated as thoroughly as possible, and the Author(s) of the Work(s) in 

question will be required to provide proofs of copyrights and permissions in order for 

publication to continue.  If questions of copyright infringement cannot be satisfactorily resolved, 

this will constitute Breach of Contract on the Author’s part, and [Client] may at their sole 

discretion terminate any contracts for current or future services without penalty.  See Section X 

regarding Dispute Resolution.  

VIII. DISTRIBUTION OF PAYMENT 

i. LICENSE FEES FOR THIRD-PARTY WORKS 
License fees shall be paid according to the user license or contract governing the use of that 

material.  Generally, license fees shall be paid at the time of licensing. 

ii. AUTHOR PAYMENTS 
Royalties, profits, and other payments due to Authors are assessed and paid quarterly according 
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to prior agreement and contracts regarding the Work which generated the funds.  

IX. USE OF [CLIENT] CONTENT BY THIRD PARTIES 

i. USE OF AUTHOR WORKS 
Works produced and published by [Client] remain the sole property of the Author of the Work 

unless agreed otherwise in established contracts between [Client] and the Author.  [Client] does 

not have the authority to grant permissions or licenses for Author-owned Works.  

ii. USE OF WORKS OWNED BY [CLIENT]. 
[Client] is pleased to grant permissions to use limited amounts of Works owned by [Client] on a 

case-by-case basis based on the appropriateness for the Work in question, the purpose of the 

use, and the potential effect on or risks to the Work, [Client] brand, or Author reputation.  

[Client] reserves the right to refuse any application for permissions or to challenge the use of 

[Client]-owned content for any reason.  

iii. HOW TO REQUEST PERMISSIONS 
Requests for permissions must be sent in writing to: 

 [Client] 

 Attention: Permissions Office 

 PO Box 2222 

 Poulsbo, WA 98370 

X. DISPUTE RESOLUTION  
In the event of any dispute, claim, question, or disagreement arising from or relating to this policy or 

the breach thereof, the parties shall use their best efforts to settle the dispute, claim, question, or 

disagreement.  To this effect, they shall consult and negotiate with each other in good faith and, 

recognizing their mutual interests, attempt to reach a just and equitable solution satisfactory to 

both parties.  If they do not reach such solution within a reasonable timeframe, then, upon notice by 

either party to the other, all disputes, claims, questions, or differences shall be finally settled by 

arbitration administered by the American Arbitration Association in accordance with the provisions 

of its Commercial Arbitration Rules.  Arbitration shall be located within the State of Washington, 

USA and conducted in English.  This policy and any disputes arising therefrom are governed by the 

laws of the State of Washington and United States federal laws.  

http://www.adr.org/

