AR 6162.6 USE OF COPYRIGHTED MATERIALS

Each employee making a reproduction shall first determine whether the copying is
permitted by law based on the guidelines below. If the copying is not permitted
according to these guidelines, the principal/designee may request permission to
reproduce the material from its copyright holders.

Requests for permission to use copyrighted materials shall include the following
information:

1. Title, author(s), editor(s) or publisher, producer(s) or distributor.
Edition, copyright and/or production year.

Exact amount of material to be used (i.e., lines, pages, running time, etc.).
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Nature of the use (i.e., how many times, when and with whom the material
will be used).

5. Number of copies to be made.
6. How the material will be reproduced.

If an initial contact was made by phone, the request shall also include the name of the
initial contact person.

The following guidelines differentiate between permitted and prohibited uses of printed
material. Staff should consult with the principal/designee regarding appropriate use of
sheet and recorded music, videotapes, films, filmstrips or slide programs, off-air taping
(radio or television), and computer software.

Printed Materials Permitted Use:

Single copies at the request of an individual teacher:
1. A chapter of a book.
2. An article from a magazine or newspaper.

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

4. A chart, graph, diagram, drawing, cartoon or a picture from a book,
magazine or newspaper.

Multiple copies at the request of an individual teacher for classroom use, not to
exceed one copy per student in a course:

1. A complete poem if less than 250 words and if printed on not more than
two pages.

2. An excerpt from a longer poem, not to exceed 250 words.
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5.

A complete article, story or essay of less than 2,500 words.

An excerpt from a larger prose work not to exceed ten percent of the
whole or 1,000 words, whichever is less, but in any event a minimum of
500 words.

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

All preceding copies must bear the copyright notice. They may be made only at the
discretion of the individual teacher on occasions when a delay to request permission
would preclude their most effective instructional use.

Prohibited Uses:

1.

Copying more than one work or two excerpts from a single author during
one class term.

2. Copying more than three works from a collective work or periodical
volume during one class term.

3. Copying materials for more than one course in the school where the
copies are made.

4. More than nine sets of multiple copies for distribution to students in one
class term.

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

6. Copying of "consumable" works such as workbooks, standardized tests,
answer sheets, etc.

7. Copying that substitutes for the purchase of books, publishers' reprints or
periodicals.

8. Repeated copying of the same item by the same teacher from term to
term. The above prohibitions do not apply to current news magazines and
newspapers.

Revised 9/98

9/92

Adopted 10/23

YFSD Policy Reference Manual



