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Copyright Quick Guide
This is a brief guide for faculty to assist them with understanding of copyright as applied to the classroom, both for face to face (f2f) and online teaching. 
Classroom Fair Use Principle
Fair use is an acceptable use by someone other than the copyright owner, within certain limitations and without the copyright owner’s permission, of a copyrighted work.  “Use” could be making a copy, paraphrasing, quoting, etc.

Using a copyrighted work for purposes such as criticism, comment, news reporting, teaching (including multiple copies for classroom, one time use), scholarship, or research, is considered fair use and is not an infringement of copyright. 

Fair use is determined by the following 4 factors:

· The purpose and character of the work, i.e. is it to be used for educational purposes.
· The nature of the work
· The amount  and substantiality of the original to be used in comparison to the whole 
· The commercial impact on the potential market for that work.
Print Duplication for Classroom Use (F2F or online)

You may make single copy duplication of the following:

· A chart, diagram, map, cartoon, graph, etc., from a book, periodical or newspaper.
· A chapter of a book

· An article from a newspaper or periodical

· A short story, poem or essay

You may make multiple copy duplication of the following (for one copy per student only per course):

· A complete poem of less than 250 words
· An excerpt from a larger work which does not exceed 10% or 1000 words of the original work.
· One chart, cartoon, picture, graph, etc., from a book/periodical if the item does not have separate copyright coverage

· A complete poem of less than 250 words

· An excerpt of a larger poem not to exceed 250 words

· A complete article, essay or story of less than 2500 words

· No more than 9 items may be distributed in any one class.
Each copy must include an appropriate copyright notice

· Examples
· “Reprinted for educational purposes only.  No commercial use or photocopying permitted.”

· You may only use the materials here for your own private research. They cannot be used for reproduction or further distribution.”

· Copying should be made by the instructor or at the request of the instructor

An individual instructor may not:

· Copy the same work from class to class without copyright permission

· Use photocopies to create, replace or substitute for an anthology

· Copy consumable works such as workbooks, standard tests, answer sheets, etc., unless explicitly stated in the original work
· Copy more than 3 articles from a journal or collective work during one class

· Copy more than one piece from a single author during a single class

Library Reserves (for F2F or online)
When something that you need for your curriculum does not fit into the above limitations, then there may be a need for library reserves.  This can be accomplished in the following ways:
· From items owned by the library, i.e. books, copies may be made upon the request of each student for one chapter.  

· For owned articles they can be used for one class but if that article is to be used 2nd time a class is taught, copyright permission must be requested.  This is the responsibility of the instructor.  (See Appendix A for a sample letter)  The response from the copyright holder must accompany the article to be included on the “reserve shelf” again.  
· For articles that are available full text in an online licensed product of IWU, a persistent link can be established that can be included in the syllabus or in the online classroom.  Reuse of this format is not restricted since the full text is not actually included in the course—only the link to the full text.  (OCLS will be happy to give you the persistent link to include.)

· The same applies to web pages as these are also copyrighted.  The pages can be included once but the better choice is to provide the link for the students to obtain the page(s).

Other Guidelines for Copyright

Copies may be made from student work pages, tests, problem sets (whether in paper or electronic format):

· Only if explicit permission is given in the item. 
· If no more than 10% of the item is used and it is not the central idea of the material

· It can only be used once 
Students may copy materials as a part of the learning experience, i.e. include music in a PowerPoint; use a copyrighted cartoon in a research paper, etc. The resulting student work must remain the property of the student and no copies are made for any kind of distribution.

Media in the Classroom (F2F)

Any media (video, dvd, etc.) whether rented, owned, or university owned can be shown to face to face classes as they pertain to the established curriculum of the class.  No video can be shown for entertainment/recreational use unless a “nontheatrical-public-performance” license is provided.

Recording Television Programs

· Television programs may be recorded from broadcasts to the “general public,” excluding any premium-pay channels, i.e. HBO, Disney.

· Programs may be shown once and repeated within 10 days teaching days of the original broadcast.  They can be saved for 45 days from the broadcast. 

· Recordings should be done by the instructor or at their request.

· Programs cannot be rerecorded at a later date.

· A limited number of copies may be made to meet the needs of several instructors

· Programs do not need to be used in their entirety but cannot be altered in any way.
· Copies must keep the copyright notice as it appeared in the original

· The institution will be held responsible for compliance.

· The same steps apply whether recorded by the institution or by the individual at home.

· Home use only or rental store videos must follow the following additional steps:

· Videos must be shown face to face.

· They can only be shown in courses for credit

· They must be shown in locations designed for instruction

· Copies used must be originals or legitimate copies.
· Videos may not be shown for entertainment, recreation or reward.

Appendix A:  Letter of Permission for Copyright

[Institutional letterhead]

[Date]

[Name & address]

Dear Sir/Madam:

Please may I/we have permission to copy the following:


1. Work:  [author and/or editor, title, edition, and date]


2. Pages:  [list pages to be copied]


3. Copying method:  [photocopy, transfer to slides, etc.]


4. Number of copies


5. Use of copies: [distribution to students, incorporated in a book, etc.]


6. Distribution: [class handout, shown in class, etc.]


7. Cost to audience: [distributed free, etc.]


8. Type of copy: [photocopy, printout, slide, etc.]


9. Modifications: [if any]


10. Intended date of use:

Enclosed is a photocopy of the material requested.

Two copies of this form are enclosed. Please indicate your willingness to grant permission and return one copy to the address given.

Thank you.

Sincerely,

[Signature] [Name typed] [Title]

[  ] Permission granded as per request.

[  ] Permisssion denied

Conditions if any:

Signature:

Title: 

Date: 

Appendix B:  Examples of Assignments Using Persistent Links or Scanned Documents
1. Assignment:  Using this article, describe what forms of organizational energy are present in an organization and how these might apply to your company/organization.  Read the following article from MIT Sloan Management Review, Fall 2003, p. 45.  
http://0-search.epnet.com.oak.indwes.edu:80/direct.asp?an=11162955&db=buh
The hyperlink provided will take the student directly to the article after authenticating with their name/ID barcode number.

Note:  This example does not require copyright permission after the first use.
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: Unleashing Organizational Energy.

Authors: Bruch, Heike
Ghoshal, Sumantra

Source: MIT Sloan Management Review, Fall2003, Vol. 45 Issue 1, pd5, 7p, 2 diagrams
Document Type: Atticle

Subject Terms: “PSYCHOLOGY, Industial
“BUSINESS enterpises
*COMPETITION
*ORGANIZATIONAL behavior
*CORPORATE culture
“MANAGEMENT science
COMPETITION (Psychology)

Abstract: For 50 years, management theory and practice have adopted a technical, analytical approach in which the role of the so-called soft
factors like emations and feelings has largely been denied. Four types of organizational energy can either stimulate of handicap
competitiveness. Companies are leaming to identify and focus the kind best suited to their culture and goals. Organizational energy is
seen only in its effect: the force with which a company functions, lust as bumout is said to have three dimensions (emotional,
cognitive and physical, so is organizational energy considered the interplay among a company’s emotional, cognitive and physical
states. Companies in the comfort zone have low animation and a relatively high level of satisfaction. Cormpanies in the resignation
zone demonstrate weak, negative emotions-frustration, disappointrment, sorrow. Businesses in the aggression zone experience
internal tension founded on strong, negative ermotions. In the passion zone, companies thrive on strong, positive emations—joy and
pride in the work. Weakening a company’s ability to leverage resources s the inertia trap. When a company faces extemal threats (or
opportunities) at the same time as it confronts intemal discord, it may fallinto the corrosion trap. INSET: About the Reseach.

Full Text Word Count: 5023
ISSN; 15329194
Accession Number: 17762055

la

Parsistant link o thi

H i 2 6 @ | — i 1l





In an online classroom: 
The following essay, “Funeral of a Great Myth,” written by C.S. Lewis, discusses the theory of evolution as described by this author.  What does Lewis say about evolution?
[The scanned pdf file would be available for students to open and read.]  

Note:  This example does not require copyright permission for subsequent use since it is from an owned book, but a scanned article would need to have copyright permission after first use.
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