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“Fair Use” as defined in the Agreement on Guidelines for Classroom Copying
in Not-for-Profit Educational Institutions

Single copying for an instructor’s own scholarly research or use in teaching preparation is permissible.
An instructor may copy, or cause to be copied, a single copy of a chapter from a book; a periodical
or newspaper article; a short story, short essay or short poem; and/or a chart, graph, diagram, drawing,
cartoon or picture.

Multiple copies for classroom use is also permissible provided that all of the following conditions are met:

a. Not more than one copy per student may be made by or for the instructor for a particular course.

b. Each copy must include the same copyright notice found in the copied work.

c. The works or excerpts of works must be of a limited size. For works of poetry, only poems of less
than 250 words (or excerpts of no more than 250 words taken from longer works) may be copied. For
works of prose, the entire article, story or essay may be copied if it is less than 2,500 words in length.
If it is longer, only excerpts that do not exceed 1,000 words or 10% of the total work, whichever is less
(but a minimum of 500 words), may be copied. The copying of one chart or illustration per book or peri-
odical issue is permissible. “Special works” (defined as shorter works consisting of less than 2,500 words
that combine poetry, prose and illustrations) may not be copied in their entirety. Only excerpts containing
not more than 10% of the special work’s total words and a maximum of two pages may be copied.

d. The decision to photocopy the work must be made by the individual instructor and must be made so
close in time to the contemplated actual use that it would be unreasonable to expect a timely reply to a
request for permission to photocopy. This requirement precludes an instructor from using the same pho-
tocopied materials during successive school terms or years or from photocopying a work where the
instructor has engaged in significant advance preparation of course materials.

e. The copied material may be used for only one course in the school. No more than one short poem,
article, story, essay or two excerpts may be copied from the same author. No more than three excerpts
from the same collective work or periodical volume can be copied during one class term. (This does not
apply to current news periodicals and newspapers.) No more than nine instances of multiple copying are
allowed per course during one class term. (Again, this does not apply to current news periodicals and
newspapers.)

f. Photocopies cannot be used as, or to replace, anthologies, compilations, or collective works.

g. Copying from “consumable works” (i.e., workbooks, test booklets, and answer sheets) is prohibited.

h. Copying of the same item by the same teacher from term to term is prohibited.

i. Nothing more than the actual cost of the photocopying may be charged to the student.
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