Shaker Heights Schools Library Media Services


Copyright Quick Guide for Staff

The conditions described are based on United States copyright legislation, including U.S. Copyright Law (Title 17, U.S. Code, Section 101) and the TEACH Act, Copyright Act Section 110, 2002.
This chart outlines specific copyright guidelines that have been set for educators in the “fair use” of educational materials and multimedia, based on copyright law and practice.  

	Print Materials, Single Copy

May copy or have copied for research or preparation
	· One chapter or less of a book

· One article from a periodical or newspaper

· One short story, essay or poem from a book

· One chart, cartoon, graph, or picture from a book, periodical or newspaper



	Print Materials, Multiple Copies 

May make multiple copies  (one copy per pupil in a course) of  the documents above with these limits
	· Poetry:  up to 250 words; 3-poem limit per poet; in anthologies, five poem limit by different poets.

· Short story, essay or chapter (in a book) less than 2500 words

· Longer written works---10% of the work or 1000 words, whichever is less



	Consumable Materials

May NOT be copied without specific copyright permission.
	· No copying workbooks

· No copying exercise books

· No copying answer sheets

· Exception:  a transparency or visual may be made to teach or illustrate the use of such materials



	Multimedia

Restrictions as noted at right
	· Video:  up to 10% or 3 minutes, whichever is less

· Photos and Images: up to 5 works from one author

· Photos and Images: up to 10% or 15 works, whichever is less, from a collection

· Database information:  up to 10% or 2500 fields or cell entries, whichever is less

· Music:  up to 10% or 3 minutes, whichever is less



	Computer Software 

May not be copied without express written permission
	· Multiple copies of a program may not be made on disk nor may multiple copies be made by loading the program concurrently into 2 or more computers.

· One archival copy of a program may be made in case the original is damaged.  This copy may only be used while waiting for a replacement.  It should be stored in a restricted area and must be destroyed in the event the original is no longer rightfully owned.

· Software may not be used on a network unless permission to network is explicitly granted

· CD-ROM disk startup instructions may be loaded on multiple computers as long as the CD-ROM is used on only one computer at a time.



	Music: Sheet Music
	· If replacement copies have been ordered, emergency copies of printed music may be made for an imminent performance.  These copies must be destroyed when replacements are received.

· Up to 10% of a work may be copied for class study as long as it is not considered a performable unit.

· Music may be edited or simplified, but lyrics may not be changed.

· Single copies of out of print music may be made for research or study.



	Music:  Recorded Music
	· Copyrighted records, tapes, or compact disks may not be copied except that a single copy of a sound recording owned by a school may be made for an exercise of examination.

· Copyrighted sound recordings may be used in audiovisual presentations but may not be copied for this purpose.



	Video
	· For copyright restrictions on use and copying of video, see “Copyright and Video Use in Schools.”



	The copyrighted format of any material may not be changed.
	· Copyrighted material cannot be changed to another format without express permission of the copyright owner, e.g. you may not make an audio version of a story for use by students, you may not create a CD-ROM version of a copyrighted videotape, etc. 



	Internet Materials
	· Materials on the Internet are copyrighted, and many sites include copyright information.  If you use such materials, check for copyright permissions.  Most websites also include contact information, and are receptive to educational uses of their materials when contacted.

· Subscription databases include information on how to cite the source used in your work.

· If you incorporate information from the web in a project, cite and credit the original work in your material.




You are encouraged to contact the copyright holder to obtain permission to exceed copyright guidelines. If you do request and receive permissions, you should keep such permissions on file for reference. Be aware that many educational publications grant copyright permissions, and this information is usually printed in the introductory portion of the material.  All copied materials should bear the copyright notice: “ This material may be protected by U.S. Copyright Law.”

Copyright and Video Use in Schools

The conditions listed are based on United States copyright legislation, including U.S. Copyright Law (Title 17, U.S. Code, Section 101) and the TEACH Act, Copyright Act Section 110, 2002.

	Purchased or rented video use is allowed:
	Purchased or rented video use is NOT allowed:

	· When showing purchased or rented videotape for curriculum-supported, face-to-face teaching activities

	· When showing purchased or rented videotape for entertainment, rewards, rainy days, or non-instructional purposes.

· When charging a fee for viewing.

Note:  Performance rights may be acquired at time of purchase, which give rights to show videos for non-instructional events.

	Educational Off-Air Taping is allowed:
	Educational Off-Air Taping is  NOT allowed:

	· If the program is used for instructional purposes, or face-to-face teaching, not for entertainment or filler

· If the program is requested by a teacher  (for library staff taping)

· If the program is shown during the first 10 consecutive school days after broadcast, it can be shown once and repeated once per class by an individual.

· If the program is not retained beyond 45 calendar days.

· If the program is recorded in its entirety (does not have to be shown in its entirety)

· If after the first 10 consecutive school days, the program is only used for evaluation by teacher (up to 45 days after broadcast).
	· If videotaping is done in anticipation of requests.

· If the program will be retained more than 45 days.

· If the program is shown after 10 consecutive school days.

· If the tape is being shown for motivation, filler or entertainment purposes.

· If taping a program at home, using in the classroom and subsequently retaining in personal collection. 

	Off-Air Taping at Home allowed:
	Off-Air taping at home  is NOT allowed:

	· May tape at home and bring to school if all guidelines in “educational off-air taping” are followed.
	· May not retain your copy for classroom use after the 10-day viewing/45 day evaluation limit without express permission from the producer or broadcaster.

	Copying (dubbing) a tape allowed:
	Copying (dubbing) a tape is NOT allowed:

	· If given  express written permission of the producer of the tape or as a license agreement (e.g. WVIZ membership)
	· May not copy a commercially produced tape.

· May not transfer images from another format to video without permission.
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