9/3/08 Questions? Contact Anne Giffey, Seymour Library, agiffey@knox.edu, x7483

Coursepackets

http://deptorg.knox.edu/library/Coursepackets.pdf

Coursepackets are an efficient method of providing supplementary readings to students.
Coursepackets may include materials normally placed on reserve in the library, but instead are
compiled as packets and sold to students to recover royalty fees. All coursepacket materials must
receive permission to duplicate have a statement of copyright permission unless the material is in
the public domain or the materials meet the requirements of Fair Use from the United States 1976
Copyright Act. (see “Fair Use” statement on next page)

The Library is the central point on campus to process copyright permission requests for classroom
use. Copyright permission is obtained through the Academic Permissions Service of the Copyright
Clearance Center (CCC) as well as directly with publishers that do not have agreements with the
CCC. Please contact Anne Giffey, Public Services Librarian for assistance.

Please follow these steps each term you wish to create a coursepacket.
Permission is only valid for one term.

1. The instructor provides the Library with citations for the items to be reproduced. Email the
citations to agiffey@knox.edu. Because of the time needed to secure copyright
permissions, please provide the Library with the citations 6 weeks prior to when the
coursepacket is required.

The citation must include:

e Course/Instructor/Term e Year

e Author e  Publisher

o Title e Title of larger work (if published in book or journal)
e Pages (e.g. 56-92) e ISSN/ISBN

2. The Library will investigate estimated pricing as available from the Copyright Clearance
Center website.

3. The instructor will be asked to authorize the cost estimate from the CCC.

4. The Library will obtain copyright clearance from the CCC. The instructor will be
notified if permission is denied or not available through the CCC. Alternative access may
be available to items not granted copyright clearance. Copyright price will be provided to
the bookstore and the instructor.

5. The instructor will make arrangements for photocopying, binding and distribution
with the Bookstore. The instructor should provide the Bookstore with original copies,
with © statement on originals, and a cover sheet/title page. (See sample © statement)

6. The Bookstore will sell the coursepackets (unless otherwise arranged with instructor) for
the combined costs (explained below) plus a 18% margin (10% if copying done by
department). Each department is responsible for the cost of unsold packets.

Costs

Royalty Costs (copyright permission) = varies with each copyright holder

CCC Processing Charge = $3.00 per reading

Duplicating Costs = $.05 per page

Bookstore Processing Fee = 18% margin bookstore copies, 10% margin if instructor copies
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Fair Use (from United States Code, TITLE 17 - COPYRIGHTYS)

Sec. 107. Limitations on exclusive rights: Fair use

In determining whether the use made of a work in any particular case is a fair use the factors
to be considered shall include -

1.

the purpose and character of the use, including whether such use is of a commercial
nature or is for nonprofit educational purposes;

the nature of the copyrighted work;

the amount and substantiality of the portion used in relation to the copyrighted work as a
whole;

the effect of the use upon the potential market for or value of the copyrighted work. The
fact that a work is unpublished shall not itself bar a finding of fair use if such finding is
made upon consideration of all the above factors.

Sample Copyright Permission Statement

This statement should appear on the first page of every reading in the coursepacket. It is
assumed that the publisher is the rightsholder, unless otherwise indicated by the Library.

The instructor is responsible for the placement of this statement on the original copies
before they are reproduced.

[ Title] [Volume/Edition ] by [ Author] from [ Book/Journal Title ] pp. [ Page— Page ].
Copyright [ Copyright Year ] by [ Rightsholder ] . Reprinted by permission of
[Rightsholder] via Copyright Clearance Center.

Questions?

Please contact Anne Giffey, Seymour Library, Campus Box 227, agiffey@knox.edu, X7483
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