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[. Introduction

This document is a compilation and summary of various documents dealing with the issues
of copyright in an academic institution, therefore, it includes mostly direct quotes. It also
contains the AWC library’s policies concerning copying and scanning materials for faculty
and students .

Allegheny Wesleyan College expects all members of its community to respect the
rights of intellectual property ownership by adhering to the United States copyright
laws in accordance with 34 CFR 668,43(a)(10). These laws protect the rights of
authors, artists, composers, and other copyright holders without stifling scholarship
and teaching. Allegheny Wesleyan College expects all members of the community to
be mindful of the limited rights conferred on them by the fair use exemption and
other exclusions to the copyright laws.

Allegheny Wesleyan College’s policy on a daily basis means that we all make choices
about what is and what isn't within the spirit of the policy. The following
information regarding copyright and fair use is hereby explicitly explained in order
that you realize that unauthorized distribution of copyrighted material, including
unauthorized peer-to-peer file sharing, may subject you [and] the students to civil
and criminal liabilities.!

II. Fair Use

“Fair use” is a defense to an allegation of infringement under the U.S. copyright law
that excuses otherwise infringing limited use of portions of a copyrighted work
without the copyright owner’s permission for purposes such as criticism, comment,
news reporting, teaching, scholarship, or research. There are no black - and - white
rules for determining whether a particular activity may be considered a permissible
fair use. Instead, Section 107 of the Copyright Act establishes four basic factors that
must be considered in deciding whether a use constitutes fair use. These factors are:

A. The purpose and character of the use, including whether such use is of a
commercial nature or is for nonprofit educational purposes.2

In evaluating the purpose and character of the use, nonprofit uses and
educational uses are generally favored and more likely to be deemed fair use
than commercial uses. However, not all nonprofit educational uses are fair use;
and not all commercial uses fail to qualify as fair use. Transformative uses of a
work (those that add something new, with a further purpose or different
character, altering the first with new expression, meaning, or message) rather

TAllegheny Wesleyan College, Employee Handbook, (Salem, OH, Allegheny Wesleyan College,
2017), 37.

2 Association of American Publishers, Questions & Answers on Copyright for the Campus
Community, (New York: Association of American Publishers, 2006), 5, accessed February 8, 2017,
https:/ /www.elac.edu/adminservices/doc/PC-029-08-06-CopyrightQA_v3.pdf.




than those that merely reproduce the work, are generally favored in considering
this factor in fair use determinations.?

B. The nature of the copyrighted work.4

The nature of the copyrighted work focuses on the work itself. The legislative
history and case law suggest that certain types of works are more susceptible to
fair use than others; for example, scientific articles that are factual in nature may
be more subject to fair use than creative works such as musical compositions,
novels and motion pictures. Some works are less likely to support fair use, such
as standardized tests and work booklets that by their nature are meant to be
“consumable.”5

C. The amount and substantiality of the portion used in relation to the copyrighted
work as a whole.6

The amount and substantiality of the portion used considers how much of the
copyrighted work is used in comparison to the copyrighted work as a whole.
Generally, the smaller the amount used, the more likely the use will be
considered to be a fair use. Conversely, the larger the portion of a work used, the
less likely it is to be fair use, although in appropriate circumstances (e.g.,
research, classroom display or distribution, parody) use of an entire work (e.g.,
an article, a short poem, musical work or photograph) may be a fair use. There is
no bright line for determining whether a certain percentage, number of words or
bars of music used qualifies as a fair use. The “amount and substantiality of the
portion used” also is a qualitative test; even though one reproduces only a small
portion of a work, that portion still may be too much if what is reproduced is
deemed to be the “heart of the work.””

D. The effect of the use upon the potential market for or value of the copyrighted
work.8

The effect on the potential market for or value of the work factor calls for
consideration of the extent to which the use is likely to cause economic harm to
the owner due to the displacement of opportunities to sell the work or license its

3 Association of American Universities, Campus Copyright Rights and Responsibilities: A Basic Guide
to Policy Consideration, (Washington, D.C.: Association of American Universities, 2005), 10, accessed
February 8, 2018, http:/ /www.arl.org/storage/documents/ publications/campus-copyright-dec05.pdf.

4 Association of American Publishers, Questions & Answers on Copyright for the Campus
Community, 5.

5 Association of American Universities, Campus Copyright Rights and Responsibilities: A Basic Guide
to Policy Consideration, 10.

6 Association of American Publishers, Questions & Answers on Copyright for the Campus
Community, 5.

7Association of American Universities, Campus Copyright Rights and Responsibilities: A Basic Guide
to Policy Consideration, 10.

8 Association of American Publishers, Questions & Answers on Copyright for the Campus
Community, 5.




use. Courts have typically limited this inquiry to markets that have been or are
likely to be developed by the copyright owner. Even if the loss an owner incurs
from a particular use is not substantial, courts have held that, in appropriate
cases, this factor requires consideration of whether there would be substantial
harm to the market for the work, or derivative works based on the work, if the
use were to become widespread.?

E. Guidelines for educators and students for determining “fair use.”

Although Section 107 of the Copyright Act includes teaching, scholarship, and
research along with making “multiple copies for classroom use” among the uses
of copyrighted works that may qualify as fair use, none of these uses
automatically qualifies as a fair use. Both Congress and the Supreme Court have
rejected the notion that all “educational uses” or all uses by educational
institutions are fair uses. Whether copying for these or any other uses constitutes
“fair use” must be determined, within the facts and circumstances of each
particular use, by application of the four statutory criteria enumerated in Section
107.

To help students and educators decide whether “fair use” permits them to copy a
work without permission, representatives of educators, authors, and publishers
have created several sets of negotiated guidelines. One set of such guidelines is
known as the “Agreement on Guidelines for Classroom Copying in Not-For-
Profit Educational Institutions with Respect to Books and Periodicals” which was
explicitly accepted as part of their understanding of “fair use” by the House and
Senate conferees when Congress enacted the most recent comprehensive reform
of U.S. copyright law in the Copyright Act of 1976.10

The purpose of the following guidelines is to state the minimum and not the
maximum standards of educational fair use under Section 106 of H.R. 2223. The
parties agree that the conditions determining the extent of permissible copying
the educational purpose may change in the future; that certain types of copying
permitted under these guidelines may not be permissible in the future; and
conversely that in the future other types of copying not permitted under these
guidelines may be permissible under revised guidelines.

Moreover, the following statement of guidelines is not intended to limit the types
of copying permitted under the standards of fair use under judicial decision and
which are stated in Section 107 of the Copyright Revision Bill. There may be
instances in which copying which does not fall within the guidelines stated
below may nonetheless be permitted under the criteria of fair use.!

9Association of American Universities, Campus Copyright Rights and Responsibilities: A Basic Guide
to Policy Consideration, 10.

10 Association of American Publishers, Questions & Answers on Copyright for the Campus
Community, 5-6.

1 United States Copyright Office, Reproduction of Copyrighted Works by Educators and Librarians,
Circular 21, Washington, D.C.: United States Copyright Office, 2014.




Single Copying for Teachers

A single copy may be made of any of the following by or for a teacher at his
or her individual request for his or her scholarly research or use in teaching
or preparation to teach a class:

A chapter from a book;
An article from a periodical or newspaper;

A short story, short essay, or short poem, whether or not from a
collective work;

A chart, graph, diagram, drawing, cartoon or picture from a book,
periodical, or newspaper;

Multiple Copies for Classroom Use (not to exceeding any event more than
one copy per pupil in a course) may be made by or for the teacher giving the
course for classroom use or discussion; provided that:

a.

The copying meets the tests of brevity and spontaneity as defined
below; and,

b. Meets the cumulative effect test as defined below; and,
c. Each copy includes a notice of copyright.
Definitions:
a. Brevity:
(1) Poetry:

(@) A complete poem if less than 250 words and if printed on not
more than two pages, or,

(b) from alonger poem, an excerpt of not more than 250 words.
(2) Prose:

(@) Either a complete article, story or essay of less than 2,500
words, or

(b) an excerpt from any prose work of not more than 1,000 words
or 10% of the work, whichever is less, but in any event a
minimum of 500 words. (Each of the numerical limits stated in
"1" and "2" above may be expanded to permit the completion
of an unfinished line of a poem or of an unfinished prose
paragraph.)

(3) Illustration:

One chart, graph, diagram, drawing, cartoon or picture per book or
per periodical issue.

(4) "Special" works:

Certain works in poetry, prose or in "poetic prose" which often
combine language with illustrations and which are intended




sometimes for children and at other times for a more general
audience fall short of 2,500 works in their entirety. Paragraph "2"
above notwithstanding, such '"special works" may not be
reproduced in their entirety; however, an excerpt comprising not
more than two of the published pages of such special work and
containing not more than 10% of the works found in the text
thereof, may be reproduced.

b. Spontaneity:

(1) The copying is at the instance and inspiration of the individual
teacher.

(2) The inspiration and decision to use the work and the moment of its
use for maximum teaching effectiveness are so close in time that it
would be unreasonable to expect a timely reply to a request for
permission.

c. Cumulative Effect:

(1) The copying of the material is for only one course in the school in
which the copies are made.

(2) Not more than one short poem, article, story, essay or two excerpts
may be copies from the same author, nor more than three from the
sane collective work or periodical volume during one class term.

(3) There shall not be more than nine instances of such multiple
copying for one course during one class term. (The limitations
stated in "2" and "3" above shall not apply to current news
periodicals and newspapers and current news sections of other
periodicals.)

4. Prohibitions as to “1” and “2” above
Notwithstanding any of the above, the following shall be prohibited:

a. Copying shall not be used to create or to replace or substitute for
anthologies, compilations or collective works. Such replacement or
substitution may occur whether copies of various works or excerpts
therefrom are accumulated or reproduced and used separately.

b. There shall be no copying of or from works intended to be "consumable"
in the course of study or of teaching. These include workbooks, exercises,
standardized tests and test booklets and answer sheets and like
consumable material.

c. Copying shall not:

(@) Substitute for the purchase of books, publishers' reprints or
periodicals;

(b) Be directed by higher authority;




(c) Be repeated with respect to the same item by the same teacher from
term to term.

d. No charge shall be made to the student beyond the actual cost of the
photocopying.12

F. Guidelines with respect to music

In a joint letter dated April 30, 1976, representatives of the Music Publishers’
Association of the United States, Inc., the National Music Publishers” Association,
Inc., the Music Teachers National Association, the Music Educators National
Conference, the National Association of Schools of Music, and the Ad Hoc
Committee on Copyright Law Revision, wrote to Chairman Kastenmeier as
follows:

During the hearings on H.R. 2223 in June 1975, you and several of your
subcommittee members suggested that concerned groups should work
together in developing guidelines which would be helpful to clarify Section
107 of the bill.

Representatives of music educators and music publishers delayed their
meetings until guidelines had been developed relative to books and
periodicals. Shortly after that work was completed and those guidelines were
forwarded to your subcommittee, representatives of the undersigned music
organizations met together with representatives of the Ad Hoc Committee on
Copyright Law Revision to draft guidelines relative to music.

We are very pleased to inform you that the discussions thus have been
fruitful on the guidelines which have been developed. Since private music
teachers are an important factor in music education, due consideration has
been given to the concerns of that group.

We trust that this will be helpful in the report on the bill to clarify Fair Use as
it applies to music.

The text of the guidelines accompanying this letter is as follows:
1. Guidelines for educational uses of music

The purpose of the following guidelines is to state the minimum and not the
maximum standards of educational fair use under Section 107 of H.R. 2223.
The parties agree that the conditions determining the extent of permissible
copying for educational purposes may change in the future; that certain types
of copying permitted under these guidelines may not be permissible in the
future, and conversely that in the future other types of copying not permitted
under these guidelines may be permissible under revised guidelines.
Moreover, the following statement of guidelines is not intended to limit the

12 United States Copyright Office, Reproduction of Copyrighted Works by Educators and Librarians,
Circular 21, Washington, D.C.: United States Copyright Office, 2014.
https:/ /www.copyright.gov/circs/circ21.pdf (accessed February 13, 2018).



https://www.copyright.gov/circs/circ21.pdf

types of copying permitted under the standards of fair use under judicial
decision and which are stated in Section 107 of the Copyright Revision Bill.
There may be instances in which copying which does not fall within the
guidelines stated below may nonetheless be permitted under the criteria of

fair use.

a. Permissible uses

)

(2)

3)

(4)

(5)

Emergency copying to replace purchased copies which for any
reason are not available for an imminent performance provided
purchased replacement copies shall be substituted in due course.

For academic purposes other than performance, single or multiple
copies of excerpts of works may be made, provided that the
excerpts do not comprise a part of the whole which would
constitute a performable unit such as a section, movement or aria,
but in no case more than 10 percent of the whole work. The number
of copies shall not exceed one copy per pupil.

Printed copies which have been purchased may be edited or
simplified provided that the fundamental character of the work is
not distorted or the lyrics, if any, altered or lyrics added if none
exist.

A single copy of recordings of performances by students may be
made for evaluation or rehearsal purposes and may be retained by
the educational institution or individual teacher.

A single copy of a sound recording (such as a tape, disc, or cassette)
of copyrighted music may be made from sound recordings owned
by an educational institution or an individual teacher for the
purpose of constructing aural exercises or examinations and may be
retained by the educational institution or individual teacher. (This
pertains only to the copyright of the music itself and not to any
copyright which may exist in the sound recording.)

b. Prohibitions

(1)

(2)

(3)
(4)

Copying to create or replace or substitute for anthologies, compilations
or collective works.

Copying of or from works intended to he “consumable” in the course of
study or of teaching such as workbooks, exercises, standardized tests
and answer sheets and like material.

Copying for the purpose of performance, except as in a(1) above.

Copying for the purpose of substituting for the purchase of music,
except as in a(1) and a(2) above.




E-Reserves

(5) Copying without inclusion of the copyright notice which appears on the
printed copy.13

Many institutions are quickly adopting electronic methods for sharing reserve
content with students. These “e-reserves” — ranging from electronically scanned
paper documents to other content that originates in electronic format (such as online
journal articles) — are typically made available to students through an academic
department Web site, a course management system or a library network. These
systems usually require password authentication and enable students to
electronically download and locally print the reserve material.

A. Best practices and guidelines for using e-reserves

It is important for librarians, instructors, and students to remember that, from
a copyright law perspective, there is no distinction between paper reserves
and e-reserves. The same fair use guidelines apply to e-reserves; if the
particular use of content doesn’t meet the fair use criteria in hard copy form,
it is unlikely to be considered fair use in digitized form. The following
principles summarize key guidelines and encapsulate examples of best
practices followed by many academic institutions regarding their e-reserves.

a. Online doesn’t mean “free”

Widespread use of the Internet has fostered misconceptions concerning
the lawful use of copyrighted information in electronic form. However,
the same copyright rules apply — simply because content is online does
not mean it is free from copyright protection. Make sure you have
permission before posting content.

b. Limit e-reserve materials to small excerpts

Most experts advise using a single article or chapter, or less, of a
copyrighted work, but even brief excerpts must be viewed in the overall
context of other readings offered for a course. If the total effect is to create
a compilation or “digital coursepack” of unlicensed materials, the case for
treating individual excerpts as fair use is significantly weakened and
permission should be sought.

c. E-reserves require the same permissions as coursepacks

While there are obvious savings — financial and environmental — from
eliminating paper copies of reserves or coursepacks, traditional copyright
rules still apply when using digital technology such as e-reserves: the
institution must obtain permission from the rightsholder or its agent, who
may charge a fee for such permission based on the amount of material
and number of people viewing the material (i.e. students).

13 United States Copyright Office, Reproduction of Copyrighted Works by Educators and Librarians.
https:/ /www.copyright.gov/circs/circ21.pdf (accessed February 13, 2018).

10
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E-reserves are not a substitute for the purchase of textbooks (or coursepacks)

It violates the intent, spirit, and letter of the law to use e-reserves as a substitute
for the purchase of books, subscriptions, or other materials when substantial
portions of the material are required for educational purposes.

“First semester free”

The “first use is free” standard invoked by many libraries is not part of the
Copyright Act or any subsequent rulings or agreed-upon guidelines. Any
content posted in an e-reserve channel always requires copyright permission,
unless it is covered by fair use, public domain, or other exception.

Get permission before posting

Unlike inter-library loans, you need to secure copyright permissions prior to
posting content. Reposting of the same material for use in a subsequent semester
requires a new permission.

Passwords are a good start

Restricting access to e-reserves through passwords or other authentication
measures is a helpful, good-faith practice because rightsholders typically grant
permission and charge fees based on the number of students enrolled in a course.
In fact, these types of protections may make rightsholders more likely to grant
permission, since they are stricter control mechanisms than controls for paper
reserves. However, by itself, the use of authentication measures such as
passwords is not enough to satisfy the fair use standard and permission is still
required prior to use of the content.

Know what you’ve paid for

Reuse rights included in subscriptions vary greatly by publisher. Be sure to check
your license’s terms and conditions to determine if the rightsholder has granted
you permission to post the copyrighted work in an e-reserves forum. That can
alleviate the need to request permission and ensure you don’t pay twice for
posting rights you already hold.

Work from authorized originals

When scanning in paper materials (such as textbooks) to create e-reserve copies,
libraries should be sure that they are working from original, licensed copies of
the works — either purchased or owned by the institution or instructor.

Remove expired e-reserves promptly

Make sure you take down (or remove access to) copyrighted e-reserve content
for a particular class when the term concludes.

Include copyright notices.

11




Materials on e-reserve should contain both the copyright notice from, and a
complete citation to, the original material as well as a clear caution against
further electronic distribution.14

IV.  Digitizing and using Others” Works in Multimedia Materials for Educational Purposes
(The following rights are rights governing the creation of new classroom materials)

Students, faculty, and staff my incorporate small amounts of others” works into a
multimedia work and display and perform a multimedia work in connection with or
creation of:

Class assignments
Curriculum materials
Remote instruction

Examinations

mo O w >

Student portfolios
F. Professional symposial®
V. Rules of Thumb for Film or Videotape
Limit copying to no more than 5% of the complete work.16
VI.  Rules of Thumb for Displaying and Performing Others” Work through the Network

Section 110 of the Copyright Law authorized educational performances and displays
of entire works (like poems, plays, musical works, and movies), but it significantly
distinguishes between what can be performed in the classroom and what can be
transmitted. The following rules of thumb should be considered:

A. Incorporate performances of others” works sparingly and only if a faculty
member or the institution posses a legal copy of the work.

B. Include appropriate citations and attributions to the source.

C. Limit access to students enrolled in the class and administrative staff as needed.
Terminate access at the end of the class term.

D. Obtain permission for materials that will be used repeatedly by the same
instructor for the same class.1”

VII.  Rule of Thumb for Web Resources

14 Copyright Clearance Center, Using Electronic Reserves: Guidelines and Best Practices for Copyright
Compliance, (Danvers, MA: Copyright Clearance Center, 2011), 1-3,, accessed February 13, 2018,
http:/ /www.copyright.com/wp-content/uploads/2015/01/ Using-Electronic-Reserves.pdf

Allegheny Wesleyan College, Employee Handbook, (Salem, OH, Allegheny Wesleyan College,
2017), 38-39.

tebid.

7Ibid.

12




G.

As a general rule, a good way to determine whether a Web site is copyright
protected or in the public domain is to relate it as closely as possible to a print
resource. Publications created by the US government are in the public domain

Not every internet resource can be related to a corresponding print resource,
however. Erroneously posting copyrighted material to your own Web site carries
even greater risks than innocently using copyrighted material in your class work.
If you plan to post work you have not created to your Web site, you should
avoid:

Coping and posting links that contain descriptions of the linked sites, although
posting links that contain only URL and the title of the site is generally
acceptable.

Downloading graphics, including bullets, logos, fonts, photographs, and
illustrations.

Framing information from another site, particularly if you delete the site’s ads or
identifying information or make it look as if the information is your own.

Deep-linking to an interior page of a site. Bypassing advertising or identifying
information on a site’s main page may deprive the copyright owner of revenue.

Copying a site’s html code.18

VIII.  Public Domain

A public domain work is a creative work that is not protected by copyright and
which may be freely used by everyone. The reasons that the work is not protected

include:
A. The term of copyright for the work has expired;
B. The author failed to satisfy statutory formalities to perfect the copyright;
C. The work is a work of the U.S. Government.
The following table summarizes when works pass into public domain. A complete table
may be found at https://copyright.cornell.edu/publicdomain#Footnote_1
DATE OF WORK PROTECTED FROM TERM
Created from 1978 or after When work is fixed in Life + 70 years (or if work of
tangible medium of corporate authorship, the
expression shorter of 95 years from
publication, or 120 years from
creation

18 Allecheny Wesleyan College, Employee Handbook, (Salem, OH, Allegcheny Wesleyan College,
gheny y g ploy gheny y g

2017), 39-40.

13
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DATE OF WORK PROTECTED FROM TERM
Published before 1923 In public domain None
Published from 1923 - 63 When published with 28 years + could be
notice renewed for 47 years, now
extended by 20 years for a
total renewal of 67 years. If
not so renewed, now in
public domain
Published from 1964 - 77 When published with 28 years for first term; now
notice automatic extension of 67

years for second term

Created before 1-1-78 but

1-1-78, the effective date of

Life + 70 years or 12-31-

1-1-78 but published
between then and 12-31-
2002

the 1976 Act which
eliminated common law
copyright

not published the 1976 Act which 2002, whichever is greater
eliminated common law
copyright

Created before 1-1-78, the effective date of | Life + 70 years or 12-31-

2047 whichever is greater!?

IX. The TEACH Act

The Technology, Education and Copyright Harmonization Act (TEACH Act) was
signed into law in November of 2002. The Act revised an existing exemption in the
Copyright Act to authorize, for digital distance education purposes, performances
and displays of copyrighted works that are analogous to the kinds of performances

or displays of such works that take place in a live classroom setting. Although the
Act expands the categories of works that can be reproduced for distance
education, the Act includes several additional safeguards to prevent the
unauthorized use of copyrighted materials, including;:

A. Requiring the performance or display of the work to be made by or at the
direction of an instructor as an integral part of a class session;

B. Requiring reception of the performance or display of the work be limited to
students officially enrolled in the course for which it is made;

C. Requiring transient copies to be retained only as long as reasonably necessary to
complete the transmission; and

19 “When U.S. Works Pass into the Public Domain,” Alfred R. Goldstein Library, 2003, accessed
February 13, 2018, http://www.unc.edu/~unclng/public-d.htm.

14
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D. Limiting performance of certain works to reasonable and limited portions.

Below is a checklist to assist you in determining whether or not you are ready to use
the TEACH Act:

o My institution is a nonprofit educational institution or a
governmental agency.

o It has a policy on the use of copyrighted materials.

o It provides accurate information to faculty, students and staff about
copyright.

o Its systems will not interfere with technological controls within the
materials [ want to use.
The materials I want to use are specifically for students in my class.

o Only those students will have access to the materials.

o The materials will be provided at my direction during the relevant
lesson.

o The materials are directly related and of material assistance to my
teaching content.

o My class is part of the regular offerings of my institution.

o [ will include a notice that the materials are protected by copyright.

o I will use technology that reasonably limits the students” ability to
retain or further distribute the materials.

o I will make the materials available to the students only for a period
of time that is relevant to the context of a class session.

o I will store the materials on a secure server and transmit them only
as permitted by this law.

o I will not make any copies other than the one I need to make the
transmission.

o The materials are of the proper type and amount the law
authorizes:

o

Entire performances of nondramatic literary and musical works.
(Nondramatic works exclude audiovisual works but include works
such as poetry, short story, and nondramatic musical works other
than opera, music videos, and musicals.)

Reasonable and limited parts of dramatic literary, musical, or
audiovisual works. (Includes all audiovisual works such as films
and videos of all types, and any dramatic musical works excluded
above.)

Displays of other works, such as images, in amounts similar to
typical displays in face-to-face teaching. (Includes still images of all
kinds.)

o The materials are not among those the law specifically excludes from
its coverage:

15




X.

XL

o Materials specifically marketed for classroom use for digital
distance education.

o Copies I know or should know are illegal.

o Textbooks, coursepacks, electronic reserves, and similar materials
typically purchased individually by the students for independent
review outside the classroom or class session.

o If I am using an analog original, I checked before digitizing it to be
sure:

o Icopied only the amount that I am authorized to transmit.

o There is no digital copy of the work available except with
technological protections that prevent my using it for the class in
the way the statute authorizes.

Checklist created by Georgia Harper, University of Texas System. Permission
granted to include in pamphlet June 4, 2003.20

Copyright Law, Plagiarism, and Academic Integrity

If you take someone else’s work and put your name on it so others will think it is
your original work, you are committing plagiarism, even if you paid for a legal copy
of the materials. In addition, you are limited in the amount and nature of someone
else’s work you can use for presentations, projects, papers, and reports without
asking their permission, even when you give credit to the work’s author or/owner.
Using more of someone else’s work than fair use allows, without their
permission, is a violation of copyright laws. It is possible to violate copyright laws
without committing plagiarism and to commit plagiarism without violating the
copyright laws, but both situations would be considered acts of academic dishonesty
under Allegheny Wesleyan College’s Academic integrity policy.2!

A. Even if something you use in a project, paper, or report qualifies as fair use, you
still have to cite the source of the work to avoid committing plagiarism.

B. Even if something you use in a project, a paper, or report is in the public domain,
you still have to cite the source and author of the work to avoid committing
plagiarism.22

Library Policies Regarding Copying or Scanning

Per the guidelines in the document, Reproduction of Copyrighted Works by Educators and
Librarians, published by the U.S. Copyright Office, the following limitations apply to
copying in the library.

20 Association of American Publishers, Questions & Answers on Copyright for the Campus
Community, 10-11.

21 Allegheny Wesleyan College, Employee Handbook, 37.

2]bid, 38.
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A. Copying shall not:
1. Substitute for the purchase of books, publishers' reprints or periodicals;
2. Be directed by higher authority; (everyone is responsible for their own copying)
3. Berepeated with respect to the same item by the same teacher from term to term.

B. Copyrighted materials that are scanned and saved in the “libscans” folder will be
deleted at the end of each semester.

C. Library staff will gladly instruct faculty and students in the use of the copier.

D. The library reserves the right to refuse to place on Reserve any material it determines
does not meet fair use.

XII.  Obtaining Permissions

Some publisher contact information for clearing permissions is available on the following
websites:

Association of American Publishers

http:/ /publishers.org/about/rpacurls.cfm

Association of American University Presses

http:/ /www.aupresses.org/ membership/ directory.html

A. Request permission before or at the same time you order textbooks.

The earlier your request is received the better, in case it cannot be granted and
you need to substitute other materials. Publishers do not always control the
rights and need time to research the extent to which permission may be granted
or to refer you to the correct copyright owner. Each request requires a careful
check of the status of the copyright, a determination of the exact materials to be
duplicated (which sometimes involves ordering a copy of the material from a
warehouse). In other words, the greater the lead time you give the copyright
owner to respond to your request, the more likely it is that you will get the
permission you seek in a timely fashion.

B. Individual requests may be directed to the publisher's Rights and Permissions
Department.

The page containing the copyright notice shows who owns the copyright, the
year of publication, and the publisher’s name. The acknowledgment page may
also contain information regarding copyright ownership. If the rights are held by
the author or another publisher, you will be referred to the correct copyright
owner. If the address of the publisher does not appear with the material, it may
be obtained from a variety of resources such as the National Association of
College Stores' Book Buyers’” Manual; the American Booksellers Association’s
Publishers Directory; the Association of American University Presses Directory
(available from the University of Chicago Press); Books in Print; The Literary
Marketplace (for books); The International Literary Marketplace (for
international listings); or Ulrich’s International Periodicals Directory (for
journals), published by R.R. Bowker Co.
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The Software & Information Industry Association includes a directory of
software publishers on its home page (Www.siia.net). The Authors Registry can
help you find specific authors. The Authors Registry can be reached at
www.authorsregistry.org or by writing to Authors Registry, 31 East 28th Street,
10th Floor, New York, NY 10016.

Some publishers and copyright owners have registered their titles with the
Copyright Clearance Center (CCC), a non-for-profit clearinghouse for clearing
permissions for over 1.75 million titles.

The CCC offers an online service for clearing permission for analog and e-
coursepacks at www.copyright.com. The CCC can also be reached by writing to
222 Rosewood Drive, Danvers, MA 01923.

C. Include all of the following information in your request:
Author's, editor's, translator's full name(s);
Title, edition, and volume number of book, journal, or other material;
Copyright date;

1

2

3

4. ISBN for books, ISSN for magazines and journals;

5. Numbers of the exact pages, figures, and illustrations;
6

If you are requesting a chapter or more: both exact chapter(s) and exact page
numbers;

N

Number of copies to be made;

8. Whether material will be used alone or combined with other photocopied
materials;

9. Name of your college or university;
10. Course name and number;
11. Semester and year in which material will be used; and

12. Instructor's full name23

Revised August 10, 2018

23 Association of American Publishers, Questions & Answers on Copyright for the Campus
Community, 15-16.
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