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Introduction 
 
It is the intent of the school district to adhere to the provisions of the United States 
Copyright Act and Congressional guidelines currently in effect.  All school 
division employees are subject to the provisions of copyright law and are 
responsible for maintaining the highest ethical standards in the use of all 
copyrighted materials.  The school division does not sanction the illegal use or 
unauthorized duplication of copyrighted material in any form. 
 
Employees who willfully violate the school division’s policy do so at their own 
risk and may be held personally liable for copyright infringement and may be 
subject to disciplinary action. 
 
This document is supplied as a general guide.  It is not a substitute for the official 
Copyright Act, but it will provide staff with an awareness of their rights and 
restrictions. 
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Section 01:  COPYRIGHT BACKGROUND 
 
History 
Copyright protection is rooted in the US Constitution and contained in Title 17 of the U.S. Code, 
the Copyright Act.  
 

The Congress shall have the power to . . . promote the progress of science and 
useful arts, by securing limited times to authors and inventors the exclusive 
right to their respective writings and discoveries. 
(U.S. Constitution, Article I, Section 8, Clause 8) 

 
Copyright protection is the privilege extended to owners of “original works of authorship fixed 
in any tangible medium of expression, now known or later developed, from which they can be 
perceived, reproduced, or otherwise communicated, either directly or with the aid of a machine 
or device.” (Section 102, Copyright Act, “Subject Matter of Copyright: In General.”) 
 
Works protected by copyright include the following forms of “authorship”--literary works, 
dramatic works, musical works, pantomimes and choreographic works; pictorial, graphic, and 
sculptural works; motion pictures and other audiovisual works; sound recordings; computer 
programs; and architectural works.  Copyright protection exists automatically the moment the 
author creates a work in a fixed form. By law copyright registration and use of copyright notice 
are not required. 
 
 
Term of Copyright Protection 
“Terms for Copyright Protection,” a U.S. Government publication lists the following information 
for published works: 

• for works created after January 1, 1978, copyright term is 95 years from its first 
publication or 120 years from the year of its creation, whichever expires first 

• for works created before January 1, 1978, still in their original renewal term of 
copyright the term is 95 years from the date it was originally secured 

• for works created before January 1, 1978, but not published, registered, or in the 
public domain term is for the life of the author plus 70 years after the author’s death 

• for works created before January 1, 1978, and then published on or before 
December 31, 2002, term is the life of the author plus 70 years after the author’s death, 
but in no case shall the copyright term expire before December 31, 2047. 

 
 
Public Domain 
Any work no longer protected by copyright is considered in the public domain and may be used 
without obtaining permission. No new legislation restores copyright protection to a work already 
existing in the public domain. To determine if a work is in the public domain you may need to 
visit the online site of the Copyright Office at http://www.copyright.gov, or request a search to 
obtain copyright status of a work. There is a fee. 
 



 

Fair Use 
 
Copyright law has been formulated to maintain a balance between the rights of a copyright 
owner to control the use of his copyrighted work and the interests of people to learn from and 
extend these works. Fair use provisions grant conditional rights to use or reproduce certain 
copyrighted materials as long as this use meets defined guidelines. 
 
Fair Use (Section 107 of the Copyright Act, “Limitations on exclusive rights: Fair Use) 
dispenses with the need to obtain permission or pay royalties under specific circumstances 
including: “purposes such as criticism, comment, news reporting, teaching, scholarship, and 
research.” 
 
According to the law, the four factors to consider for Fair Use are: 
· the purpose and character; including whether it is to be used for commercial 

or nonprofit educational purposes; 
· the nature of the copyrighted work; 
· the amount and portion used in relation to the copyrighted work as a whole; 

and,  
· the effect; including whether this use would influence the potential market 

for or value of the copyrighted work 
 
When using copyrighted material, individuals must determine Fair Use. If there is any question 
of infringement, obtain the permission of the copyright holder. Payment of fees or royalties may 
be required.  
 
All copyrighted sources should be properly cited in keeping within the framework of the law and 
respecting the rights of authors.  
 
The TEACH Act of 2002 has updated Copyright Law to meet the current needs of distance 
education in an online environment. In some cases, use or transmission of copyrighted material 
will no longer be considered Fair Use. 
 
 
 
 
  



 

Section 02:  PRINTED MATERIALS 
 
Printed materials including periodicals, newspapers, books, charts, maps, diagrams, cartoons, 
drawings, pictures, and poems are protected under Copyright Law. The standards of brevity, 
spontaneity, and cumulative effect are applied. If in doubt, ask permission. 
 
Following are guidelines printed in the Report of the House Committee on the Judiciary (House 
Report No. 94-1476) outlining the standard of fair use as it relates to copying for non-profit 
education. 
 
 
Guidelines for Classroom Copying in Not-For-Profit Educational Institutions 
with Respect to Books and Periodicals 
 
Single Copying for Teachers 
A single copy may be made of any of the following by or for a teacher for scholarly research or 
use in preparation for or teaching of a class: 

• A chapter from a book 
• An article from a periodical or newspaper 
• A short story, short essay, or short poem, whether or not from a collective work 
• A chart, graph, diagram, drawing, cartoon, or picture from a book, periodical, or 

newspaper 
 
Multiple Copies for Classroom Use 
Multiple copies (not to exceed one copy per pupil in a course) may be made for classroom use or 
discussion; provided that the copying meets the tests of brevity, spontaneity, and cumulative 
effect described below. In addition, the notice of copyright must be included on the copy. 
 
Brevity 

• Poetry: A complete poem if less than 250 words and printed on more than two pages, 
and excerpts of up to 250 words of longer poems. 

 
• Prose: A complete story, essay or article under 2,500 words or excerpts of not more than 

1,000 words or 10% of the work, whichever is less. 
 

• Illustrations:  One chart, graph, diagram, drawing, cartoon, or picture per book or 
periodical issue. 

 
• Special works:  Formats that combine language and illustrations, may never be 

reproduced in their entirety.  A copy may be made of up to two pages, but not more than 
10% of the work, whichever is less. 

 
Spontaneity 

• Spontaneous copying is permitted, when due to timing, it would not be feasible to make a 
written request for permission from the copyright holder. 



 

 
Cumulative effect 

• The copying of the material is for only one course in the school in which the copies are 
made. 

 
• Not more than one short poem, article, story, essay or two excerpts may be copied from 

the same author, no more than three from the same collective work or periodical during 
one class term. 

 
• There shall not be more than nine instances of such multiple copying for one course 

during one class term. 
 
Prohibitions 

• Copying shall not be used to create, replace, or substitute anthologies, compilations, or 
collective works. 

 
• Copying all or part of works intended to be “consumable” materials shall not be 

permitted. These materials include workbooks, exercises, standardized tests, test 
booklets, answer sheets, and like consumable material. 

 
• Copying shall not substitute for the purchase of books, publishers’ reprints or periodicals; 

be directed by higher authority; be repeated with respect to the same item by the same 
teacher from term to term. 

 
• No charge shall be made to the student beyond the actual cost of the photocopying. 

 

Printed Material - Compliance Printed Material - Noncompliance 
A teacher makes a single copy of a chapter 
from a book to help prepare a lesson on the 
Civil War. 
 

A teacher makes a single copy of an entire 
book to help prepare a lesson on the  
Civil War. 

A teacher makes copies of a complete short 
poem (less than 250 words) for use by students 
in his/her class. 
 

A teacher creates an anthology of poetry and 
copies it for use by students in his/her English 
class. 

A teacher uses validly copied materials once 
during a current class. 
 

A teacher uses the same copied material year 
after year without seeking permission from the 
copyright holder. 
 

A teacher copies pages from the collection of 
practice masters provided by the publishers of 
the math textbook currently used in class. 

A teacher copies pages from a consumable 
math workbook designed for purchase and uses 
these with the current math textbook. 
 



 

Questions and Answers:  PRINTED MATERIAL 
 

• May a teacher make multiple copies of a poem or a short story for use in his/her 
class?  Yes, if the copying meets the test of brevity and spontaneity. Although this 
type of copying can be done only nine (9) times in the course of the semester and 
can be used in one term of the subject, not annually. 

 
• If workbooks are not provided for students, may a teacher copy the workbook, 

in whole or in part, for student use? No. Workbooks are consumables; this 
would be an infringement. This would also apply to standardized tests and 
exercises. 

 
• May I use an opaque projector to copy and enlarge a copyrighted character or a 

cartoon figure, like a Disney character, to use on my bulletin board?  No. The 
characters are protected by trademark in addition to copyright laws. 

 
• May a teacher copy a current news article on topics of interest for a class 

discussion?   
  Yes. Under the guidelines, this practice should be considered fair use. 
 

• If a teacher makes a photocopy of a page from a textbook and uses the copy to 
make a poster for display in the classroom during the unit being taught, does 
this violate copyright? A single copy of something for personal research or use in 
teaching is permitted, so if the teacher discards the original photocopy and just 
keeps the poster, there should be a reasonable claim to fair use. 

 
• Does the statement, “All rights reserved. No part of this book may be 

reproduced or utilized in any form or by any means, electronic or mechanical, 
including photocopying, recording, or by any information storage and retrieval 
system, without permission in writing from the publisher” prevent fair use 
rights? No. This notice cannot restrict a person’s fair use rights. 

 
• What is a “notice of copyright”? The notice of copyright is the copyright symbol 

© followed by the copyright date and the author. 
  



 

Section 3:  MULTIMEDIA 
 
Multimedia is the classification for products combining a variety of types of media. 
Examples of media that may be integrated into an original presentation of this type 
include: 
 

• students’ or educators’ original material such as course notes or commentary 
combined with various copyrighted media formats including but not limited to 

• motion media (television, films, video, DVD, digital file formats) 
• music (audiotapes, CDs) 
• text material 
• graphics (photos, illustrations, clipart, digitized images), and 
• digital software and document files 

      Copyright laws protect all of these. 
 
The medium is not the issue; the copying is the issue. Today’s technology often makes it 
easy to copy or alter a work. Copying information requires proper citation. Altering a 
creator’s work will require his or her written permission. 
 
Students and teachers may incorporate portions of lawfully acquired copyrighted works 
when producing their own multimedia projects for a specific course to support 
curriculum-based instructional activities at an educational institution. 
 
It should be noted that when multimedia presentations are given outside the classroom at 
festivals, PTO meetings, etc., they become public displays. For this reason it will be 
necessary to secure written permission, licensing, or performance rights from copyright 
holders prior to public presentation. Careful, long-range planning is imperative in these 
situations. 
 
 
There is a limit on the total amount of material that may come from a single, copyrighted 
source: 

• Motion media: 10% or 3 minutes (whatever is less) 
• Textual material: 10% or 1000 words (whichever is less), entire poem of less 

than 250 words, no more than 3 by one poet or 5 from the same anthology 
• Music, lyrics and music video: 10% or 30 seconds (whichever is less) 
• Illustrations and photographs: no more than 5 images by an artist or 

photographer, from a published collective work, no more than 10% or 15 
images (whichever is less), one chart, graph, diagram, drawing, cartoon, or 
picture per book or periodical issue 

• Data sets: up to 10% or 2500 fields or cell entries from a database or table 
 

 
 
 



 

 
 

Multimedia - Compliance Multimedia - Noncompliance 
A student displays his/her own multimedia 
project for educational use in the course for 
which it was created, his/her own portfolio, or 
personal use. 
 

A teacher displays or uses a student’s 
multimedia work without that student’s 
permission.   

An educator performs or displays his/her own 
multimedia presentation for curriculum-based 
instruction, a course located at a remote site, 
for a peer conference, for a personal portfolio, 
or other personal use. 
 

An educator uses a presentation after two years 
without permission from each copyright holder 
of each medium. 

A teacher makes a single copy of a multimedia 
presentation for evaluation and archives. 
 

A teacher makes and distributes multiple 
copies of a multimedia presentation.  

A student uses a piece of motion media equal 
to 10% of an original work in his presentation. 

A student uses a piece of motion media that 
exceeds 10% of an original work in his 
presentation. 
 

A student uses 30 seconds from a 5-minute 
musical in a presentation. 
 

A student uses an entire 5-minute musical 
work in a presentation. 

A teacher uses 3 poems by one poet in a 
presentation. 
 

A teacher uses 10 poems by one poet in a 
presentation. 

 
 

Sources for Permissions: 
1. Books and magazines: Copyright Clearance Center (CCC). Grants permission for 

use of many text-based works. www.copyright.com 
2. Photos and GIFS: Media Images Resource Alliance http://library.mira.com 
3. Music, recording, and compositions: ASCAP www.Ascap.com or BMI 

www.bmi.com 
4. WATCH File (Writers, Artists, and Their Copyright Holders). The Harry Ransom 

Humanities Research Center offers a database that provides information about 
contact copyright holders for permission to publish copyprotected materials. 

5. Asking for Permission. Vassar College Guide to Copyright. List of sources for 
identifying and locating copyright holders, as well as collective rights 
organizations. 

6. Licensing and Rights Agencies. Center for Intellectual Property, University of 
Maryland University College (UMUC). Includes links to licensing and rights 
management agencies. 

7. Collective Licensing Agencies. Copyright Advisory Office, Columbia University. 
List of collective rights organizations that can grant permission online. 



 

 
 
Questions and Answers:  MULTIMEDIA 

 
• May a student use a favorite song from a CD as background for a multimedia 

presentation?  Yes, provided that the clip is only 30 seconds or 10% of the 
original work, whichever is less. 

 
• May I create a multimedia slide show using a multitude of images by one artist? 

No. Five is the maximum number of images by one artist or photographer that 
may be used within a single slide show. A citation of the source is required on 
each slide shown. 

 
• May a student perform and display images in a classroom multimedia 

presentation without crediting sources?  No. Credit and copyright information 
must appear on the screen when the images are shown. 

 
• May a teacher incorporate an entire copyrighted, 10-minute documentary film 

into his/her original multimedia presentation for his/her class?  No. The limit 
for motion media from a single copyrighted source is 10% or 3 minutes, whatever 
is less. 

 
• With the written permission of the copyright holder, may a teacher incorporate 

an entire 10-minute documentary film into an original multimedia 
presentation?  Yes. If written permission has been granted by the copyright 
holder. The permission must be cited in the presentation. Further, it is advisable 
that the teacher retains on file a hard copy of the written permission.  

 
• May a teacher make copies of a multimedia presentation to distribute to 

colleagues with a district?  No, he/she may not; only one back-up copy may be 
made and placed on reserve. 

 
• May a teacher use a multimedia presentation for more than one year with 

different groups of students? Yes, provided that after two years, permission is 
obtained from each copyright holder of each medium. 

 
 
  



 

Section 4:  AUDIOVISUAL MATERIALS 
 
The category of audiovisual materials can include videos, DVDs, overhead 
transparencies, music recordings, movies, photographs, maps, laser discs, filmstrips 
(sound or silent), pictures, graphs/charts, and records. 
 
The law states: 

“Audiovisual works” are works that consist of a series of related images 
which are intrinsically intended to be shown by the use of machines, or 
devices such as projectors, viewers, or electronic equipment, together with 
accompanying sounds, if any, regardless of the nature of the material 
objects, such as films or tapes, in which the works are embodied. 

 
Guidelines for use of audiovisual works are varied. The same fair use guidelines that 
apply to print materials do not apply to audiovisuals. 
 
The law does provide a type of exemption for performance or display of a work in 
educational settings. Four requirements must be met: 

1. The performance must be presented by instructors or pupils. 
2. The performance must occur in the course of face-to-face teaching activities. 
3. The performance must take place in a classroom or similar place of instruction 

(including the library) in a nonprofit educational institution. 
4. The performance must be of a legally acquired (or legally copied) copy of the 

work. 
 
In the criteria listed above, “instructors” and “pupils” are those teachers and students who 
are actually enrolled in the class. A number of visitors would cause the group of viewers 
to be broader than the pupil and teacher restriction. 
 
Face-to-face has been interpreted to mean the teacher and students are in the same room 
at the same time. Face-to-face also requires that the showing be directly related to the 
current curriculum, not just related to a past or future topic to be covered in class. 
 

Audiovisual - Compliance Audiovisual - Noncompliance 
A teacher shows a video in the course of face-
to-face instruction during a class. 

A teacher shows a video for the purpose of 
entertainment or reward. 
 

A TRT digitizes a one-frame portion of a video 
for a still image. 
 

A TRT digitizes an entire film or VHS and 
saves it to disk or burns it to a DVD. 

A librarian purchases a DVD replacement for a 
damaged VHS tape because the original format 
is no longer in existence. 

A librarian copies an entire copyrighted work 
on to a DVD-R instead of purchasing an 
available replacement in another format. 

 
 



 

Questions and Answers: AUDIOVISUAL 
 

• May a teacher show a video such as, “Finding Nemo,” to provide students a 
psychological break at the end of a grading period?  If a public performance site 
license to view such copyrighted movies has been purchased by the school, the 
video may be used. 

  
• May a teacher have a class listen to recording of a book to determine character 

development by a particular author? Yes, if the four criteria are met. 
 

• May a teacher use a CD/DVD burner to make a copy of an audiotape on CD or 
rip it to a disk drive because audiotapes are now obsolete? No, this would be an 
illegal conversion of one type of AV media to another type. 

 
• May a teacher have students act out different scenes from digital video to 

promote a discussion of character development? Yes, if conditions for 
educational use are met. 

 
• May the teacher have students act out portions of the CD for the spring 

assembly? No, this is not face-to-face educational instruction to a group of 
students enrolled in a particular class. 

 
• May a teacher use a CD to reward students for good behavior? No, under the 

guidelines the book on tape must be used as part of an instructional activity. 
 
 
  



 

Section 5:  TV, VIDEOS, DIGITAL FILMS 
 
Video (Educational/Instructional OFF-AIR recording and Internet Downloading) 
 
Broadcast: 
“Broadcast programs” are television programs transmitted by television stations for 
reception by the general public without charge.  A broadcast program may be recorded 
off-air simultaneously with broadcast transmission (including simultaneous cable 
transmission) and retained by a non-profit educational institution for a period not to 
exceed the first 45 consecutive calendar days after date of recording.  Upon conclusion of 
such retention period, all off-air recording must be erased or destroyed immediately. 
 
Cable: 
The off-air standards were developed before cable was in general use. Opinion on 
whether or not cable is covered under these rules developed for broadcast television 
varies. According to Cable in the Classroom’s Copyright Strategies for the New 
Millennium, a 1999 update on the rules for educational videotaping, “cable networks do 
not fall under this definition, and may or may not have chosen to adopt the off-air 
guidelines.” 
 
The cable television industry’s Cable in the Classroom initiative offers commercial-free 
educational programming with liberal copyright clearances of at least one year. Cable in 
the Classroom magazine’s “Answer Key: A Guide to Listings” section explains the 
copyright restriction codes used in their listings. These range from FREE for unrestricted 
use to RES for restricted home use only. 

 
• Recordings may be used only once by individual teachers in the course of relevant 

teaching activities, and repeated once only with instructional reinforcement as 
necessary. This may be done in classrooms and similar places devoted to instruction 
within a single building, cluster or campus, as well as in the home of students 
receiving formalized home instruction during the first 10 consecutive days in the 45-
day retention period. “School days” are school session days—not counting weekends, 
holidays, vacations, examination periods, or other scheduled interruptions—with the 
45 calendar day retention period. 

 
• Broadcast recordings may be made only at the request of and used by individual 

teachers; they may not be regularly recorded in anticipation of requests. 
 
• After the first 10 consecutive school days, off-air recordings may be used up to the 

end of the 45-calendar-day retention period only for teacher evaluation purposes, i.e., 
to determine whether or not to include the broadcast program in the teaching 
curriculum. They may not be used in the recording institution for student exhibition 
or any other non-evaluation purpose without authorization. 

 



 

• Off-air recordings need not be used in their entirety, but the recorded programs may 
not be altered from their original content. Off-air recordings may not be physically or 
electronically combined or merged to constitute anthologies or compilations. 

 
• All copies of podcasts and broadcast recordings must include the copyright notice on 

the broadcast program as recorded. 
 
 

Off-Air Recording Compliance Off-Air Recording Noncompliance 
Media specialist responds to a teacher’s 
request to record an instructional program. 

Media specialist records a program 
anticipating that a teacher will request the 
recording. 
 

A teacher uses a program for instructional 
purposes. 
 

A teacher uses a program to entertain or fill 
time in a class. 

A program is used within 10 days after it 
was recorded. 
 

A program is used more than 10 days after 
it was recorded. 

A librarian tapes a program at the request 
of a teacher. 

A teacher records a program at home, uses 
it in the classroom, and subsequently 
retains it in a personal collection for yearly 
use. 
 

 
 
Questions and Answers: OFF-AIR and Video Downloading 
 

• May a teacher abtain a video from Netflix or Redbox and show it to his/her 
class as a reward for good behavior?  No. The video may not be used for 
entertainment, a fundraiser, or a time-filler; it must be used in a face-to-face 
instructional activity. Videos shown to students for reward or entertainment 
purposes require special licensing. 

 
• May a teacher make a copy of a DVD purchased for home use and show it to 

his/her English class? No. Purchasing the DVD does not give the buyer the right 
to make copies. 

 
• May a teacher show a DVD to his/her class if has a label stating it is for 

“HOME USE ONLY”?  Yes, if the teacher has an agreement with the vendor that 
the disk is to be used for educational purposes and the video is a part of face-to-
face instruction. 

 



 

• May programs taped from Public Broadcasting stations be kept longer than 10 
days?  Yes. Retention lengths vary from program to program. Check the 
appropriate station guide for the period of time allowed. 

 
• May a podcasts downloaded from the Internet be shown to a group of parents 

and students?  No. The presence of parents constitutes a public performance.  
You must view or link to it from it’s hosted URL. 

 
• May a teacher burn a copy of a rented DVD? No. You may not make a copy of a 

VHS tape or DVD without the written permission of the copyright holder. 
 

• May a librarian record a movie off-air or download a video from the Internet 
for a teacher to use in the classroom? Yes. If a teacher specifically requests the 
copy be made, shows the video to students within 10 days, uses it in a face-to-face 
instructional setting including notice of copyright, and erases the file or destroys 
the DVD within 45 days. 

 
• May a PTA show a video from a parent’s personal collection at a school Family 

Movie Night where no admission is charged? Only if performance rights have 
been obtained. Since this is not within the context of face-to-face instruction, it is 
a public performance and as such would require proper licensing. 

  



 

Section 6:  INTERNET 
 
The Internet is an integral part of information gathering and sending. Students and most 
educators are very comfortable with its use. However, many students and staff are 
unaware of their responsibility with regard to fair use and copyright. Online materials 
should be treated as any other copyrighted material—all digital text, graphics, videos and 
music are protected! Generally, even source code such as HTML, XML, ASP etc., and 
frame codes (Java script, VB script, etc.) are also copyrighted as software.  
 
Copyright protection exists from the moment an idea is created and is fixed in a tangible 
manner. Some Internet sites will give permission to copy.  Read the copyright statement 
that should be on the Web site.  
 

Internet - Compliance Internet - Noncompliance 
A student uses words or brand names not 
logos or trademarks on a Web site. 

A student copies logos and trademarks on a 
Web site without permission. 
 

A teacher requests and receives permission to 
use specific graphics and photos from a 
published Web site.  
 

Without permission, a teacher copies specific 
graphics and photos from a published Web site 
to his/her own site. 

 
Questions and Answers:  INTERNET 
 

• May I copy a photograph from the Internet to use on my web page? Unless it is 
specifically stated that the photo is in the public domain, assume it is not. If you 
want to use it as described, seek permission and keep a copy of the permission 
when received. 

 
• May I print, copy, and distribute material from the Internet without violating 

copyright protection? According to the copyright law, you must obtain 
permission from the owner of the "original works" if you intend to copy, alter, 
and/or distribute information you collected from the Internet. 

 
• I found a photo online representing an explorer landing on the shores of the 

New World. My school's symbol is the explorer. May I post this photo to our 
school's web page and link it back to the original web site?  No. Internet pages 
are copyrighted automatically. You cannot post the work of another and copyright 
it as your own. You need to seek permission of the copyright holder to use the 
image on the school’s web page. 

 
• May I scan an editorial cartoon from TIME Magazine and post it on my web 

site? No. You must first obtain permission from the author or copyright holder. 
  



 

Section 7:  SOFTWARE 
 
Software is copyright protected and may be purchased for a single user or for several 
users or sites with a licensing agreement. A license to install is a contract between the 
purchaser and the developer/publisher of that software. A single copy is just that. It is to 
be used by the person purchasing the software, not copied and shared as a classroom-
teaching tool.  Licensed software is limited to the number of simultaneous users and 
machines agreed upon in the license. Examples include: lab pack license, site license, 
district license, and network license.   
 

Software - Compliance Software - Noncompliance 
A school system purchases software and 
accesses it according to the terms of the license 
agreement. 

A school system accesses software where the 
number of users or machines, being used at one 
time, exceeds the license agreement. 
 

A TRT saves a copy to a hard drive for 
archival purposes. 
 

A TRT duplicates an archival copy and 
circulates the copies throughout the school. 

The librarian circulates software that is 
considered in the public domain. 

The librarian circulates software, not in the 
public domain, without permission or license. 
 

An instructor reads all software license 
requirements and follows the guidelines for 
commercial, shareware, or freeware software. 

An instructor downloads software from the 
Internet without observing licensing 
requirements or guidelines. 
 

A TRT copies software according to the terms 
of a license agreement. 
 

A TRT makes copies of software for students 
to install on their home computers. 

 
 
Questions and Answers:  SOFTWARE 
 

• May the library circulate copies of a software program such as "Grade Quick" 
for teachers to use for recording grades?  Yes, since the library has purchased 
the software and a licensing agreement that permits teachers to use these copies. 

 
• May a student copy software programs from home onto school computers? No. 

This would be a violation of copyright as well as against LCPS technology policy. 
 

• May a media specialist or TRT make an archival copy of a program as backup 
for an existing copy? Yes. An archival copy is permitted for use in the event of a 
computer breakdown. 

 
  



 

Section 8:  SUBSCRIPTION DATABASES 

Database downloading involves accessing a database and transferring data to the user’s 
storage device. The information provided within commercial online and CD/DVD-based 
electronic databases is copyrighted. In general, treat databases in the same manner as any 
copyrighted materials used for private study, scholarship, or research.  

Terms and conditions information for a database (often found in the help menu) help 
clarify specific questions of use.  Acceptable use terms of one database may vary from 
that of another. Seek permission from the copyright holder to copy significant amounts of 
data from these sources.  

Databases – Compliance Databases - Noncompliance 
A school Librarian distributes LCPS passwords 
to library patrons at school. 
 

A school Librarian posts LCPS passwords on a 
school web site. 

A student uses the county-authorized username 
and password to enter an LCPS online 
database. 

A student gives the LCPS username and 
password to an individual outside the system to 
enter an LCPS online database. 
 

 
A subscriber downloads material from the 
database for research purposes. 

A non-subscriber downloads material from the 
database. 
 

A student downloads and uses 10% or 2500 
cell entries (whatever is less) of the database 
and incorporates into a report. 

A student downloads and uses 50% of the cell 
entries contained in the database and 
incorporates into a report. 
 

 
 
Questions and Answers:  DATABASES 
 

• May a student incorporate parts of any article contained on an LCPS online 
resource into a project for a competition? Perhaps. The student needs to 
determine the actual copyright holder for specific articles. If the phrase: “Further 
reproduction or distribution is prohibited without permission,” appears in Terms 
and Conditions of Use, the student will be required to seek written permission.  

 
• May LCPS online resources be accessed from students’ homes?  In general, yes! 

Students are encouraged to make use of this information. Passwords may be 
obtained from school librarians.  



 

Section 9:  MUSIC 
 
Like all media, music is also protected under copyright laws and guidelines. Emergency 
copying is the only allowable use of copying for performances and all copies must 
include the copyright notice and citation. 
 

Music - Compliance Music - Noncompliance 
 
In an emergency, a teacher may make a copy 
of a lost part.  It is to be replaced with a 
purchased part in due course. 
 

 
A teacher makes continual “emergency” copies 
of music. 

 
A teacher makes one copy per student of up to 
10% of a musical work for class study, as long 
as the 10% does not constitute a performable 
unit. 
 

 
A teacher copies entire musical selections for 
an entire class. 

 
A teacher makes a single recording of a student 
performance for evaluation and the archives. 

 
A teacher makes multiple copies of a student 
performance and circulates these to staff. 
 

 
A teacher copies a complete work that is out of 
print or unavailable and used for teaching 
purposes. 
 

 
A teacher makes class copies of a music book 
that is meant to be consumable.  

 
 

Questions and Answers: MUSIC 
 

• May I show my music class videos?  Yes, if they are part of the face-to-face 
instruction. 

 
• May a teacher show his/her class a video of their own performance?  Yes, if you 

are using it to evaluate their performance. It should not be used as entertainment 
nor circulated to the rest of the school. 

 
• On concert night a few students forgot their music. May I make copies for use 

during the concert? Yes. Emergency copies are permitted, however, the 
duplicates may not be kept. 

 
• May a choir director change the lyrics and write a new verse for a song to be 

publicly performed by our choral club? No. Altering or adding lyrics changes the 
fundamental character of a work and is not allowed under copyright guidelines. 


