
Contacts and Resources 

Copyright/Student 
Class Manuals 

Information about copyright 
laws and policies. Office 
provides assistance with 
copyright permission requests 
for faculty and staff. 
 
www.wwu.edu/
publishingservices/copyright/
copyrightservices.htm 

Wilson Library 
562/564 

Monica Aebly 
 

X7435 
 

Library Reserves Library staff provide assistance 
in placing material on traditional 
or electronic reserves 
 
www.library.wwu.edu/access/
circulation/reserves 
 
www.library.wwu.edu/access/
circulation/copyright 

Haggard Hall 
Circulation desk 

Kim Marsicek x7776 

Blackboard and 
faculty web pages 

Provide faculty assistance with 
posting classroom materials on 
Blackboard or assistance with 
faculty web pages 
 
west.wwu.edu/atus/blackboard/
index.shtml 

Miller Hall 182 Web Services x3096 

Center for 
Instructional 
Innovation 

Consultation for faculty about 
online resources and 
instructional design 
 
pandora.cii.wwu.edu/cii/ 

College Hall 310 Karen Casto x7210 

5/17/07 

YES 

Guidelines for Use of Copyrighted Materials for Instruction 

Are the materials 
• Created by the class instructor (exams, study guides and 

overheads, etc.)? 
• In the public domain (including government documents, 

materials for which the copyright has expired, judicial opinions, 
legislative enactments)? 

 

These materials can be utilized 
without restriction in class 
manuals, Blackboard, or 

traditional/electronic library 
reserves 

 

Can you direct your students to WWU licensed electronic version of 
the materials (e.g. Proquest, JSTOR) or material on other web sites 
external to the university? 

 

Are you using original whole books or journals and other complete 
materials owned by the Libraries or individual faculty members? 
 

 

Provide a link in Blackboard or 
from faculty web pages  

(links are legal, copying  
is not). 

 

These materials can be used 
in traditional library course 
reserves without restriction 

Make a copy of the publication 
title page or the license and 

provide to the WWU Copyright 
Office. 

 

Are you using a small portion (one chapter, one article, one photo) 
from a single source and using the material for only one quarter? 

Generally, the use of the 
material is covered under fair 

use. 

 

Are you using larger portions, more than one article from a single 
source or repeating the use from quarter to quarter? 

 

Fill out copyright permission 
request form and send  to 

WWU Copyright Office for any 
material to be used on web 

pages, Blackboard, electronic 
reserves and class manuals* 

 

*If copyright material is posted on Blackboard or on a faculty web page and copyright permission is granted, access 
must be limited to students in the current class. Please contact Web Services for assistance with password protection. 

Create a library electronic 
reserve for library licensed 

materials 

YES 

 

Does the copyright or license of the material include a clause 
allowing educational copying? (Check the publication copyright 
page) 

YES 

YES 

NO 

YES 

YES 

NO 

NO 

NO 

NO 
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