Classroom Usage Guidelines for Copyrighted Materials: Tips for Good Practice
Textbooks
-If the copied material is replacing a textbook, whose authors and publishers have a limited market (i.e., educational community), then you are depriving them of the monetary compensation that they have a legal right to under copyright law.

-Must be considered supplemental classroom material and be less than 25% of the book. 
Scientific Journal Articles
-If it is a printed scientific article copied for educational purposed, it is probably fine. 
-Suggested to limit journal article copying to 5 journal articles per journal year.

Internet Distribution (E-mail) of Classroom Materials
-It is considered good practice to use a medium such as WebCT or Blackboard to distribute additional classroom materials as they are password protected and have more limited access than e-mail. 
-As part of a large university, it is a more sound practice to use Electronic Journals and send students links to articles when possible. As most universities have license rights/access to unlimited electronic journals, there is significantly less risk for copyright infringement. 
Movies
-Showing a movie for educational purposes is fine; however, if you want to convert the media (e.g., copy a VHS to DVD or vice versa) be sure you are not breaking any copy protection codes. Media Conversion is only acceptable if the media type you need cannot be purchased. 
-A good rule of thumb is if you can convert the media yourself, you should be fine. If you have to call in tech support to figure it out, you might have a questionable practice.
Cartoons


-Be aware of cartoon copyrights, especially Disney images (i.e., Mickey Mouse). In order to use most 

well recognized cartoon figures, you must have permission (and usually pay a royalty fee). A suggested substitute would be to find a clip art image of something similar instead of the well recognized image. 
Fair Use 4-Pronged Test: 

If usage is questionable, examine the following to help determine whether fair use applies.
1) What is the purpose and character of the use? (Is it for nonprofit, educational, or commercial use? Several courts have held that absence of financial gain is insufficient for a finding of fair use.)
2) What is the nature of the copyrighted work? (Is it creative or informational? Creative materials originally developed for classroom use are less likely to be used fairly than those prepared for public consumption.) 

3) What is the amount and substantiality (significance) of the portion used in relation to the copyrighted work as a whole? 
4) What is the effect of the use upon the potential market for or value of the copyrighted work? (Most important: if you copy a workbook page or a chapter from a textbook, you are depriving the copyright holder of profits more directly than if you are copying a page from the newspaper. If the copying of the copyrighted material reduces the potential market and therefore the potential sales and profit, that use is unlikely to be found fair. Whenever possible, direct students to links for accessing the material on line.) 

Links to additional information
· Quick and Dirty Guide to Copyright Rules. Retrieved September 5, 2006, from: http://www.honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/policies/m-files/m-copyri.htm
· The Conference on Fair Use: Fair use of Copyrighted Materials. Retrieved September 5, 2006, from: http://www.utsystem.edu/OGC/intellectualProperty/copypol2.htm. 
