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Phillips Graduate Institute Community 

Copyright Compliance Policy 
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Phillips Graduate Institute is committed to encouraging the lawful use of 
copyright-protected materials by its students, faculty, staff, administration and 
visitors.  This document provides information and guidelines to assist the PGI 

community in complying with U.S. copyright law. 

©©©©©©©© 
 

 

The following is provided courtesy of Copyright Clearance Center.  
For more information visit www.copyright.com. 

Excerpted from Academic Copyright Policy – Sample (2005).  Retrieved October 21, 
2005 from The Campus Guide to Copyright Compliance at the CCC web site:  
http://www.copyrightoncampus.com/compliance/policy_sample.asp 

 

WHAT IS COPYRIGHT? 
Copyright is an area of law that provides creators and distributors of creative works with an 
incentive to share their works by granting them the right to be compensated when others use 
those works in certain ways. Specific rights are granted to the creators of creative works in the 
U.S. Copyright Act (title 17, U.S. Code). If you are not a copyright holder for a particular 
work, as determined by the law, you must ordinarily obtain copyright permission prior to 
reusing or reproducing that work. However, there are some specific exceptions in the 
Copyright Act for certain academic uses, and permission is never required for certain other 
actions, such as reading or borrowing original literary works or photographs from a library 
collection. 

WHAT IS PROTECTED BY COPYRIGHT? 
The rights granted by the Copyright Act are intended to benefit "authors" of "original works 
of authorship", including literary, dramatic, musical, architectural, cartographic, 
choreographic, pantomimic, pictorial, graphic, sculptural and audiovisual creations. This 
means that virtually any creative work that you may come across—including books, 
magazines, journals, newsletters, maps, charts, photographs, graphic materials, and other 
printed materials; unpublished materials, such as analysts' and consultants' reports; and non-
print materials, including electronic content, computer programs and other software, sound 
recordings, motion pictures, video files, sculptures, and other artistic works—is almost 
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certainly protected by copyright. Among the exclusive rights granted to those "authors" are 
the rights to reproduce, distribute, publicly perform and publicly display their works. 

These rights provide copyright holders control over the use of their creations and an ability to 
benefit, monetarily and otherwise, from the use of their works. Copyright also protects the 
right to "make a derivative work," such as a movie from a book; the right to include a work in 
a collective work, such as publishing an article in a book or journal; and the rights of 
attribution and integrity for "authors" of certain works of visual art. Copyright law does not 
protect ideas, data or facts. 

In the U.S., the general rule of copyright duration for a work created on or after January 1, 
1978 is the author's life plus 70 years after the author's death. This is often referred to as "life-
plus-70". Works created by companies or other types of organizations generally have a 
copyright term of 95 years. For more information on copyright duration, visit 
http://www.copyright.gov/circs/circ1.html#hlc. 

FAIR USE 
A provision for fair use is found in the Copyright Act at Section 107. Under the fair use 
provision, a reproduction of someone else's copyright-protected work is likely to be 
considered fair if it is used for one of the following purposes: criticism, comment, news 
reporting, teaching, scholarship and research. If the reproduction is for one of these purposes, 
a determination as to whether the reproduction is fair use must be made based upon four 
factors: 

1. The purpose and character of use (principally, whether for commercial or nonprofit 
educational use); 

2. The nature of the copyright-protected work; 
3. The amount and substantiality of the portion used; and 
4. The effect of the use being evaluated upon the potential market for or value of the 

copyright-protected work. 

Fair use is an ambiguous concept and the law does not state exactly what uses of a 
copyrighted work will be considered fair uses under the law and may therefore be used 
without obtaining permission. As such, individuals who are not lawyers may often need to be 
interpreters of the law in everyday circumstances, and answers as to how much reproduction 
may be considered fair use often remain unclear. The bottom line is that fair use requires a 
very circumstance-specific analysis as to whether a particular use or reuse of a work may 
indeed be considered fair use. 

To avoid confusion and minimize the risk of copyright infringement, PGI interprets the 
following situations as fair use: 

• Quotation of short passages in a scholarly or technical work for illustration or 
clarification of the author's observations. 

• Reproduction of material for classroom use where the reproduction is unexpected and 
spontaneous – for example, where an article in the morning's paper is directly relevant 
to that day's class topic. This would generally cover one time use in only one semester. 

• Use in a parody of short portions of the work itself. 

http://www.copyright.gov/circs/circ1.html#hlc
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• A summary of an address or article, which may include quotations of short passages of 
the copyright-protected work. 

If your use does not meet the above criteria and the work is protected by copyright, you 
probably need to obtain permission to use the work from the copyright holder or its agent. 

Alternative: Refer to the Fair Use Checklist for Guidelines on Determining Fair Use. 

TYPES OF USE 
Classroom Handouts 
Based on PGI's fair use analysis, classroom handouts fall into two categories; one that 
requires permission and one that does not. If the handout is a new work for which you could 
not reasonably be expected to obtain permission in a timely manner and the decision to use 
the work was spontaneous, you may use that work without obtaining permission. However, if 
the handout is planned in advance, repeated from semester to semester, or involves works that 
have existed long enough that one could reasonably be expected to obtain copyright 
permission in advance, you must obtain copyright permission to use the work. 

Coursepacks 
All articles, chapters and other individual works in any print or electronic coursepack require 
copyright permission. Copyright permission for coursepacks is usually granted by the 
academic period. To reuse a coursepack in subsequent academic periods (e.g.: semester, 
quarter, trimester, etc.), you probably need to obtain permission again. Many copyright 
holders provide time-sensitive permission because their own rights may be time-sensitive and 
could be transferred to different copyright holders at any time. 

When ordering coursepacks it is important to clarify who will obtain permission for the 
coursepack–the copy shop or reprographic center, the faculty member or a member of the 
administrative staff. Deferring responsibility for copyright permission will not provide you 
protection against a claim of copyright infringement. 

Reserves 
If the PGI library owns a copy of a publication, the library may place that copy on reserve 
without obtaining copyright permission. If the library wishes to reproduce additional copies of 
a work and place them on reserve for students to review, in either paper or electronic format, 
the library must obtain copyright permission. 

Photocopying In The Library 
It is permissible to photocopy copyright-protected works in the PGI library without obtaining 
permission from the copyright owner, under the following circumstances: 

• Library user requests for articles and short excerpts. At the request of a library 
user or another library on behalf of a library user, the PGI library may make one 
reproduction of an article from a periodical or a small part of any other work. The 
reproduction must become the property of the library user, and the library must have 
no reason to believe that the reproduction will be used for purposes other than private 
study, scholarship and research. As recommended by Section 108 of the Copyright 

http://www.copyrightoncampus.com/basics/fairuse_list.asp
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Act, the library must display the register's notice at the place library users make their 
reproduction requests to the library. 

• Archival reproductions of unpublished works. Up to three reproductions of any 
unpublished work may be made for preservation or security or for deposit for research 
use in another library or archive. This may be a photocopy or digital reproduction. If it 
is a digital reproduction, the reproduction may not be made available to the public 
outside the library or archive premises. Prior to receiving any of the three 
reproductions permitted under this provision from another library or archive, the PGI 
library or archive must make a reasonable effort to purchase a new replacement at a 
fair price. The reproducing library or archive must also own the work in its collection. 

• Replacement of lost, damaged or obsolete copies. The PGI library may make up to 
three reproductions, including digital reproductions, of a published work that is lost, 
stolen, damaged, deteriorating or stored in an obsolete format. Any digital 
reproductions must be kept within the confines of the library (that is, available on its 
computer but not placed on a public network.) 

• Library user requests for entire works. One reproduction of an entire book or 
periodical may be made by your library at a library user's request, or by another library 
on behalf of a library user upon certain conditions being met. These conditions include 
the library determining after reasonable investigation that an authorized reproduction 
cannot be obtained at a reasonable price. Once made, the reproduction must become 
the property of the library user. The library must have no reason to believe that the 
reproduction will be used by the user for purposes other than private study, 
scholarship and research, and the library must display the register's notice at the place 
library users make their reproduction requests to the library. 

PHOTOCOPYING FOR STUDENTS 
PGI library may make reproductions for library users (students, faculty, etc.), provided the 
following criteria are met: 

• The library makes one reproduction of an article from a periodical or a small part of 
any other work. 

• The reproduction becomes the property of the library user. 
• The library has no reason to believe that the reproduction will be used for purposes 

other than private study, scholarship and research. 
• The library displays the register's notice at the place library users make their 

reproduction requests to the library. 

PHOTOCOPYING BY STUDENTS 
Photocopying by students is subject to a fair use analysis as well. A single photocopy of a 
portion of a copyright-protected work, such as a copy of an article from a scientific journal 
made for research, may be made without permission. Photocopying all the assignments from a 
book recommended for purchase by the instructor, making multiple copies of articles or book 
chapters for distribution to classmates, or copying material from consumable workbooks, all 
require permission. 
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PGI Copyright FAQs 
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1. Q.  What is the procedure for getting permission to use a current research article in a course syllabus?  
A.  Fill out a Coursepack Request Form (see library web page under “Forms”) and submit it to the Director of 
Library Services as soon as the decision is made to include it in the syllabus. 

 
2. Do we have to pay the publisher to keep a book chapter on reserve?  Or a journal article?  Are students 

allowed to make a copy of the item on reserve? 
A. Copyright permission must be obtained for chapters from books or articles from journals which the library 
does not own.  A student may make a single copy of one article or one book chapter on library reserve subject 
to Fair Use analysis.  See page 4 of the PGI Compliance Policy. 

 
3. Q.  How long does the permission last?  

A.  One semester.  Using the same material in subsequent terms requires renewed permission from the 
copyright holder every semester. 
See page 3 of the PGI Compliance Policy. 
 

4. Q.  Do copyright laws apply to all types of publications, scholarly or otherwise? 
A.  Yes.  See page 1 of the PGI Compliance Policy. 

 
5. Q. If one paraphrases the information, are we still under copyright law or must we merely cite the author for 

their ideas? 
A. Copyright law does not protect ideas, data or facts.  A summary of an address or article fall within the scope 
of Fair Use.  See page 2-3 of the PGI Compliance Policy. 
 

6. Q. Does the cost of applying for permission to copy something increase by the number of pages? 
A. Yes, the algorithm for calculating the permission fee is based on a per page charge multiplied by the number 
of copies requested. 
 

7. Q. Are there any other variables that impact the cost of obtaining permission? 
A. Yes.  The copyright holder determines the per page charge, so the cost varies from publisher to publisher.  
In addition there is a processing charge for every permission request ordered through the Copyright Clearance 
Center’s Academic Permissions Service. 
 

8. Q. How long does it take to get permission to use copyrighted materials? 
A. In many cases, permission may be requested and granted immediately at the Copyright Clearance Center 
web site.  For materials not registered with the CCC, obtaining permission may take days or weeks. 

 
9. Q. Is the cost of this covered by one’s department or does our library pay for it? 

A. Currently the cost is charged back to requester’s academic program.  The library director will provide a quote 
before placing the order so the requester may obtain the prior approval of the relevant program director. 

 
10. Q. Is it acceptable for faculty to provide students with copies of power point summaries issued by the publisher 

for instructors when all students have purchased the required textbook from which the slides originated? 
A. Only if permission is specifically granted by the publisher.  The library director will assist in contacting the 
publisher with the request. 

 
11. Q. Students often say “What’s the big deal?  Why can’t we make copies for other students?  This is not an 

efficient use of our time.” 
A. Photocopying by students is subject to a fair use analysis.  This excludes making multiple copies of articles 
or book chapters for distribution to classmates.  See page 4 of the PGI compliance policy. 

 


