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INSTRUCTION

Copyright Compliance

Staff may make copies of copyrighted school distmiaterials that fall within the following guideis. Where there is reason to
believe the material to be copied does not falhinithese guidelines, prior permission shall beaimigtd from the principal. Staff
members who fail to follow this procedure may b&lhEersonally liable for copyright infringement.

1.0 Authorized Reproduction and Use of Copyrighted Material in Print
Reminders:
» Materials on the Internet should be used with causince they may be copyrighted.

» Proper attribution (author, title, publisher, plas® date of publication) should always be given.

» If any, alterations to copyrighted works must ooé/made for specific instructional objectives antiae must be given
that alterations have been made.

» Care should be taken in circumventing any techricddgrotection measures. While materials copiedgpant to fair use
may be copied after circumventing technologicakgrtions against unauthorized copying, technoldgioatection
measures to block access to materials may notrbencvented.

In preparing for instruction, a teacher may makbare made angle copy of:

* A chapter from a book;

* An article from a newspaper or periodical,

* A short story, short essay or short poem; or

« A chart, graph, diagram, cartoon or picture fraimook, periodical or newspaper.

A teacher may makmultiple copies not exceeding more than one per pupilcassroom use or discussion if the copying
meets the tests of "brevity, spontaneity and cutiveleeffect" set by the following guidelines. Eacbpy must include a
notice of copyright.

1.1 Brevity

1.1.1 A complete poem, if less than 250 words avagages long, may be copied; excerpts from lopgems
cannot exceed 250 words;

1.1.2  Complete articles, stories or essays of tlesss 2500 words or excerpts from prose works lbas 1000
words or 10% of the work, whichever is less magbgied; in any event, the minimum is 500 words;

1.1.3  Each numerical limit may be expanded to petih@ completion of an unfinished line of a poenporse
paragraph;

1.1.4  One chart, graph, diagram, drawing, cartaguiciure per book or periodical issue may be atbpie
"Special" works cannot be reproduced in full; thisludes children's books combining poetry, prase o

poetic prose. Short special works may be copietbuwo published pages containing not more than 10
percent of the work.

1.2 Spontaneity - Should be at the "instance and inspiration'hefindividual teacher.

1.3 Cumulative Effect
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Teachers are limited to using copied materialofally one course in the school in which copies aaelen No more
than one short poem, article, story or two excefifgis the same author may be copied, and no mame three
works can be copied from a collective work or peigal column during one class term. Teachersianiéld to nine
instances of multiple copying for one course durong class term. Limitations do not apply to correews
periodicals, newspapers and current news sectioother periodicals.

Performances by teachers or students of copydgttamatic works without authorization from the woght owner are
permitted as part of a teaching activity in a alasm or instructional setting. All other perforneas require permission from
the copyright owner.

The copyright law prohibits using copies to replaar substitute for anthologies, consumable wodnpilations or
collective works. "Consumable" works include: wookks, exercises, standardized tests, test bookhetsanswer sheets.
Teachers cannot substitute copies for the purcbibeoks, publishers' reprints or periodicals, ocan they repeatedly copy
the same item from term-to-term. Copying cannotlibected by a "higher authority", students carts®tharged more than
actual cost of photocopying.

Teachers may use copyrighted material with pr@aalevices for instructional purposes.
Authorized Reproduction and Use of Copyrighted Materialsin the Library

A library may make aingle copy of:

2.1 An unpublished work which is in its collection;

2.2 A published work in order to replace it becailss damaged, deteriorated, lost or stolen, mledithat unused
replacement cannot be obtained at a fair price.

2.3 A work that is being considered for acquisitialthough use is strictly limited to that decisidechnological
protection measures may be circumvented for pugpokeopying materials in order to make an acqaisit
decision.

A library may provide a single copy of copyrighterhterial to a student or staff member at no mbaa the actual cost of
photocopying. The copy must be limited to onecketof a periodical issue or a small part of otmaterial,_unlesshe library
finds that the copyrighted work cannot be obtaiakgwhere at a fair price. In the latter circumstg the entire work may
be copied. In any case, the copy shall contaimthiee of copyright and the student or staff mendball be notified that the
copy is to be used only for private study, schdlgror research. Any other use may subject thegueto liability for
copyright infringement.

At the request of a teacher, copies may be madeekerve use. The same limits apply as for sioglenultiple copes
designated in "Authorized Reproduction and Use @f\€ighted Material in Print".

Authorized Reproduction and Use of Copyrighted Music

A teacher may make a single copy of a song, moxgnoe short section from a printed musical workttis unavailable
except in a larger work for purposes of preparorgristruction.

A teacher may make multiple copies for classrosmaf an excerpt of not more than 10% of a primedical work if it is to
be used for academic purposes other than perfoengmovidedthat the excerpt does not comprise a part of thelav
musical work which would constitute a performabigt such as a complete section, movement, or stmgn emergency, a
teacher may make and use replacement copies dégrinusic for an imminent musical performance wtrenpurchased
copies have been lost, destroyed or are otherwisavailable.
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A teacher may make and retain a single recordingtuent performances of copyrighted material witeis made for
purposes of evaluation or rehearsal.

A teacher may make and retain a single copy ofrgxedérom recordings of copyrighted musical worsdse as aural
exercises or examination questions.

A teacher may edit or simplify purchased copiesmufsic provided that the fundamental characterhef music is not
distorted. Lyrics shall not be altered or addeubifie exist.

Performance by teachers or students of copyrightasical works is permitted without the authoriaatof the copyright
owner as part of a teaching activity in a classrawrmstructional setting. The purpose shall twrirctional rather than for
entertainment.

Performances of non-dramatic musical works whighapyrighted are permitted without the authorarabf the copyright
owner, provided that:

3.1 The performance is not for a commercial purpose
3.2 None of the performers, promoters or organiaegscompensated; and
3.3 Admission fees are used for educational ori@ide purposes only.

All other musical performances require permissiom the copyright owner.
Off-Air Recording of Copyrighted Programs

Television programs, excluding news programs stratied by commercial and non-commercial televisitations for receipt
by the general public without charge may be reabrdéf-air simultaneously with broadcast transmissi@ncluding
simultaneous cable retransmission) and retained bghool for a period not to exceed the first fdintg (45) consecutive
calendar days after date of recording. Upon caimfuof this retention period, all off-air recordsrmust be erased or
destroyed immediately.

Off-air recording may be used once by individweddhers in the course of instructional activitesg repeated once only
when reinforcement is necessary within a buildidgring the first ten (10) consecutive school days;luding scheduled
interruptions, in the forty-five (45) calendar daention period.

Off-air recordings may be made only at the reqoésind used by individual teachers, and may natepelarly recorded in
anticipation of requests. No broadcast program b®yecorded off-air more than once at the reqofesite same teacher,
regardless of the number of times the program neayrbadcast.

A limited number of copies may be reproduced fremch off-air recording to meet the legitimate neefdteachers. Each
additional copy shall be subject to all provisigimverning the original recording.

After the first ten (10) consecutive school dayf;air recordings may be used up to the end offeingy-five (45) calendar
day retention period only for evaluation purposes, to determine whether or not to include theadicast program in the
teaching curriculum. Permission must be securethfthe publisher before the recording can be usednktructional
purposes after the ten (10) day period.

Off-air recordings need not be used in their etfirbut the recorded programs may not be altexed their original content.
Off-air recordings may not be physically or eleoimally combined or merged to constitute teacheth@ogies or
compilations.

All copies of off-air recordings must include tb@pyright notice on the broadcast program as rexbrd

Authorized Reproduction and Use of Copyrighted Computer Software
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Schools have a valid need for high-quality sofavat reasonable prices. To assure a fair retuthe@uthors of software
programs, the school district shall support thallemd ethical issues involved in copyright lawsl amy usage agreements
that are incorporated into the acquisition of safevprograms.

To this end, the following guidelines shall besffect:

5.1

5.2

5.3

5.4

5.5

All copyright laws and publisher license agreats between the vendor and the district shalldsenwved;

Staff members shall take reasonable precautmmsevent copying or the use of unauthorized &®min school
equipment;

A back-up copy shall be purchased, at leastu$e as a replacement when a program is lost oaged. If the
vendor is not able to supply such, the districtadeordance with P.L. 96-517, Section 7 (b), simake a back-up

program and attest that the program will be usededplacement purposes only;

The principal is authorized to sign a softwlimense agreement on behalf of the school. A aifpsaid agreement
shall be retained by the principal.

A computer program may be adapted by addingdaontent or changing the language. The adaptagtgm may
not be distributed.

6.0 Fair Use Guidelines For Education Multimedia

6.1

6.2

6.3

6.4

Fair use does not include posting a studetgamher’s work on the Internet if it includes pons of copyrighted
materials. Permission to copy shall be obtainethftime original copyright holder(s) before such pot§ are placed
online.

The opening screen of such presentationsisichlde notice that they were prepared under theut®e exemption of
the US copyright law and are restricted from furthse.

Students may incorporate portions of copyridmterials in producing educational multimediajgets for a
specific course, and may perform, display or reta@projects.

Educators may perform or display their own imetia projects to students in support of currioulbased
instructional activities. These projects may beduse

6.4.1 In face-to-face instruction;

6.4.2 In demonstrations and presentations, includingeranices;
6.4.3 In assignments to students;

6.4.4  For remote instruction if distribution of the si¢imalimited;

6.4.5 Over a network that cannot prevent duplicatiorfifteen days, after fifteen days a copy may be dare
site only; or

6.4.6 In their personal portfolios.

Educators may use copyrighted materials in a matianproject for two years, after that permissiarsiibe requested and received.

6.5

6.6

The following limitations restrict the portiaf any given work that may be used pursuant ofda& in an
educational multimedia project:

6.5.1 Motion media: ten percent or three minutes, whiehnés less

Text materials: ten percent or 1,000 wordscivaver is less

6.7 Poetry: an entire poem of fewer than 250 wordsnloutnore than three poems from one author or foens from an

anthology. For poems of greater than 250 wordssmgats of up to 250 words may be used, but no niae three
excerpts from one poet or five excerpts from ahaogy
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6.8 Music, lyrics and music video: Up to ten percent, fio more than thirty seconds. No alterations thange the basic
melody or fundamental character of the work.

6.9 lllustrations, cartoons and photographs: No moa¢ fiie images by an artist, and no more than srognt or fifteen
images whichever is less from a collective work.

6.10 Numerical data sets: Up to ten percent or 2,500 6e cell entries, whichever is less.

7.0 Copying Limitations

Circumstances will arise when staff is uncertaihether or not copying is prohibited. In those winstances, the
superintendent or designated copyright complianifieeo should be contacted. The following prohifyiis have been

expressly state in federal guidelines:

7.1 Reproduction of copyrighted material shall bet used to create or substitute for anthologiempdations or
collective works.

7.2 Unless expressly permitted by agreement withghblisher and authorized by district action, ¢hehall be no
copying from copyrighted consumable materials saglhworkbooks, exercises, test booklets, answeitshed the
like.

7.3 Staff shall not:

7.3.1 Use copies to substitute for the purchasboaks, periodicals, music recordings, computerwsof or
other copyrighted material except as permittedibridt procedure;

7.3.2  Copy or use the same item from term to teitmoart the copyright owner's permission;
7.3.3  Copy or use more than nine instances of pteltiopying of protected material in any one term;
7.3.4  Copy or use more than one short work or teeeots from works of the same author in any onater

7.3.5 Copy or use protected material without initigda notice of copyright. The following is a séictory
notice:NOTICE: THISMATERIAL MAY BE PROTECTED BY COPYRIGHT LAW.

Staff shall not reproduce or use copyrighted ntert the direction of someone in higher autlyooit copy or use such
material in emulation of some other teacher's tig®pyrighted material without permission of thepgnght owner.
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