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REGULATION 

GUIDELINES FOR USE OF COPYRIGHTS 

 

Computer Software /Multimedia Copyright Regulations 

 

  Owning a legal copy of a software program is not the same as owning the 

copyright rights.  The “fair use” criteria apply to all types of material, even new 

technologies.  Another way to determine if the copyright laws are being followed when 

using computer software is to ask three questions: (1) Would I perform this use with print 

media (i.e., book or article) in this setting? (2) Am I doing something to prevent 

purchase, lease, and/or licensing? (3) Do I hope I will not get caught?  An affirmative 

answer to any of these questions can mean that the activity is questionable. 

 

Infringements 

 

Examples of infringements, not all inclusive:  

 

Making a personal copy of any district owned software. 

 

  Installing illegal copies of software on school equipment. 

 

3. Use of computer software on a network without a network license. 

 

4. One CD-ROM installation on several computers must be licensed for the number      

of installations. 

 

5. Use of a scanner to scan magazine photographs or copyrighted material without 

permission from publisher. 

 

6. Development of multimedia programs from copyrighted materials. 

 

7. Converting slides or filmstrips to another medium without permission of 

copyright holder. 

 

8.  Using copyrighted music in performances that is not owned by the individual. 

 

9. Using copyrighted music in a presentation for Staff Development or Educational 

Conference without permission. 

 

10. Using copies of software on school computers.  Teacher must own the original. 

 

11. Accessing an electronic database that charges a fee without permission from 

technology director or curriculum director.   
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Music/Theatre Copyright Regulations 

 

Infringements 

 

Examples of infringements, not all inclusive 

 

1. Reproducing copyrighted music recordings from one format to another (record 

album to tape) 

 

2. Recording plays or music from a  television broadcast ( different rules for radio) 

 

3. Copying copyrighted materials for the purpose of performance 

 

4. Using copyrighted recordings as background for entertainment presentations 

 

Non-infringements 

 

 Examples of non-infringements, not all inclusive 

      
1. Sheet music or plays may be copied for temporary use, if a purchase order for the 

original material has been processed, but the material has not been received. 

 

2. Multiple copies of excerpts of works may be made for academic purposes, not 

performance, if the excerpt is-- 

 

 NOT a performable unit (aria, movement, scene) 

 NOT more than 10% of entire work 

 NOT more than one copy per student in class 

 Copyright notice appears on copy 

 

3. One copy of an entire performable unit (aria, movement, scene) may be made for 

academic purposes (research, preparation to teach a lesson) if-- 

 

 Work is out of print 

 Unit is not available except in a larger work 

 Copyright notice appears on copy 

 

4. A single copy of a sound recording owned by the teacher or the institution may be 

made for the purpose of constructing aural exercises or tests. 

 

5. Printed copies which have been purchased may be edited or simplified if the 

fundamental character of the work is not distorted nor the lyrics altered/added. 
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6. Copyrighted music recordings may be used as background for instruction, but not  

as background for entertainment.   

 

Print and Graphics Copyright Regulations 

 

 The guidelines for copyright involving printed materials and graphics revolve 

around three standards: brevity, spontaneity, and cumulative effect.  There may be cases 

in which copying does not fall under the guidelines but may nonetheless be permitted 

under the criteria of fair use. 

 

Infringements 

 

Examples of infringements, not all inclusive 

 

1.  Copying to create or replace anthologies, compilations or collective works 

 

2.  Copying consumable works; i.e., workbooks, exercises, standardized tests and test 

booklets, answer sheets, etc. 

 

3.  Copying to substitute for the purchase of books, publishers’ reprints or periodicals 

 

4.  Copying the same item from term to term or copying an item once and using it 

over and over from term to term (school semester or school year) 

 

5.  Making multiple copies more than nine times for one course during one term 

 

6.  Making copies of more than one short poem, article, story, essay or two excerpts 

from the same author or to copy more than three items from the same collective 

work or periodical volume during one class term 

 

7.  Putting a copyrighted work into a computer for student use, unless the work is not 

stored for more than the short time needed to permit the student’s use 

 

8.  Reproducing copyrighted comic strip or cartoon characters for use on bulletin 

boards, hallways, cafeteria walls, school publication or school uniforms/clothing 

 

9.  Following directions by a higher authority to copy 

 

10.  Charging students beyond the actual cost of photocopying (i.e., charging to make 

a profit). 
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Non-infringements 
 

 Examples of non-infringements, not all inclusive: 

 

 A teacher may make a single copy of the following for research of preparation for 

teaching 

 

1.  A chapter from a book 

 

2.  An article from a newspaper or periodical 

 

3.  A short story, short essay or short poem 

 

4.  A chart, diagram, graph, drawing, cartoon or picture taken from a book, periodical 

or newspaper 

 

 A teacher may make multiple copies (1 per student) of the following for 

classroom use: 

 

1.  A complete poem of less than 250 words 

 

2.  An excerpt of not more than 250 words from a longer poem 

 

3.  A complete prose work (article, story, essay) if it is less than 2,500 words 

 

4.  An excerpt of not more than 500 words from a prose work between 2,500 and 

5,000 words * 

 

5.  An excerpt of not more than 10% of a prose work between 5,000 and 10,000 

words * 

 

6.  An excerpt of not more than 1,000 words from a prose work which is greater than 

10,000 words * 

 

7.  One illustration (chart, diagram, graph, drawing, cartoon, picture) per book or 

periodical issue 

 

8.  Not more than two pages and 10% of the words of “special works”, i.e., children’s 

picture books 

 

 In addition, teachers may 

 

1.  Use copyrighted material in opaque projectors for instruction purposes for 

viewing only. 
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2.  Perform copyrighted dramatic works without permission from copyright owner as 

part of a teaching activity in a classroom or instructional setting.  All other 

performances (i.e., in front of audiences) require permission. 

 

 * Any of the numerical limits may be exceeded in order to complete a line of 

poetry or a paragraph of prose. 

 

Videotape Copyright Regulations 

 

Showing Videos 

 

Rented videos normally have an “FBI Warning” notice of copyright on the runner 

preceding the show.  Basically, this warning states that the video cannot be shown 

publicly.  Although the showing of videos in a school is considered to be a showing in a 

public place, Congress has granted schools an exemption from the copyright owner’s 

protected rights. 

 

Non-infringements 

 

The copyright law permits schools to show a video without any prior approval 

from the copyright owner if the vital 

 

1. is a legally obtained copy 

 

2. is shown by a teacher, student, or guest lecturer 

 

3. is shown in ‘face to face’ instruction 

 

4. is shown as part of teaching activities devoted to instruction 

 

5. is shown in classrooms or similar places in a nonprofit educational institution 

 

6. is shown for free 

 

Guidelines for Videotaping for Educational Uses 

 

Videotaping off the air* is permitted for limited periods of time under the 

following guidelines: 

 

1. Copies cannot be kept for more than 45 days, unless otherwise stated.  After 45 

days, the tapes must be destroyed or erased.  If a station allows a program to be 

taped and kept for a longer period of time, the videotape may be used more than 

once. 
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2. Tapes can only be used for “relevant teaching activities” during the first 10 days 

after the tape is made. 

 

a. The tape may only be used once in the classroom by individual teachers and 

“repeated only once when instructional reinforcement is necessary.” 

 

b. Between the 10th and 45th days, the tapes can only be used for evaluation 

purposes. 

 

*Off-air stations include ABC, CBS, NBC, and PBS.  Other stations received 

from cable TV are considered pay stations; therefore, copyright law protects them. 

 

Infringements 

 

     Videos cannot be shown for entertainment, reward, or recess. 

 

Recommended practices 

 

1.  No R-rated videos will be shown in the classroom. 

 

2. Teachers should preview videos before showing them in the classroom to ensure 

they are appropriate for the curriculum and the age of the students, as well as 

avoiding any cultural bias or stereotypes. 

 

3. All movies must be approved by the building Principal. 
 


