
Copyright Q & A 
 

1. May permission be granted for multiple years?  Should we 
specify that in the copyright request? 
A. Yes, the company may choose to grant multiple year 

requests.  Specify this in your request. 
 
2. What if the material being copied is outdated or out of 

print? 
A. Use Google on the Internet and do a keyword search in 

quotes to check for the original source.  You may need 
to contact the source you find to see if they have the 
original source.  If no original source is found, there is 
no copyright permission. 

 
3. If we create our own materials and share them with other 

teachers for classroom use, do I need to note that I created 
the material myself? 
A. Yes.  At the bottom of the page you may put:  Created 

by: ________,  Mona Shores Public Schools, 
Muskegon, Michigan, Date:________. 

 
4. May I make copies from workbooks for chapter questions 

for my seventy students? 
A. No.  Workbooks are consumables.  You must have a 

purchased book for each student. 
 
5. May a single copy be made of a workbook page if the 

workbook original is kept unused in a file cabinet? 
A. Yes, you may make a single copy for yourself or an 

overhead projection copy for instruction for one year 
only.  If you want to use the material every year, you 
must get copyright permission.  For individual student 
use, every student must have a purchased workbook. 

 



6. What do you do if you teach a class that does not have 
textbooks for each student? 
A. All district-approved courses should be using district-

approved materials.  Contact your principal or the 
Curriculum Instruction & Assessment (CIA) office.  It 
is illegal to make copies of textbooks or workbooks for 
student use. 

 
7. In the past, I have gone through the publishing company 

(i.e. Prentice Hall) for permission to outline chapters and 
scan worksheets online.  Should I now go through the 
media center? 
A. No, continue contacting the publishing company, but 

be sure to get the written copyright permission, and 
keep it in your own file. 

 
8. Could we get together to go over material on my web page 

to see if it is copyright compliant? 
A. Yes, please make an appointment with your media 

specialist. 
 
9. Is it OK to play music for more than 30 seconds as   

students come into class? 
A. Yes, as long as you, personally, or the school owns the 

CD. 
10. May we play music CDs at art exhibits? 

A. We suggest that you use public domain copyrighted 
music for this purpose.  Or, check out 
www.freshmusic.com for low cost options.  You could 
also get permission from the music industry at 
www.bmi.com or www.ascap.com. 

 
11. May I use a song from a purchased CD (Civil War music), 

play it for the class, put lyrics on an overhead, and discuss 
the meaning? 



A. Yes, because you purchased it, and you are using it for 
specific instructional purposes. 

 
12. When students present using PowerPoint, may they bring 

an original CD for the teacher to play during the 
presentation?   
A. You may use 30 seconds of the music, use public 

domain music, or get copyright permission.  You must 
also have the first slide contain the following 
statements: 

 This presentation was created following the Fair 
Use Guidelines for Educational Multimedia.  
Certain materials are included under the Fair Use 
exemption of the U.S. Copyright Law.  Further 
use of these materials and this presentation is 
restricted. 

  The last slide must cite sources used in the presentation.  
 

The following link provides you with a list of websites 
that maybe of assistance:  
http://www.kn.sbc.com/wired/fil/pages/listclipartcl1.ht
ml  

 
 
13. Is it permissible to take pictures off the Internet and place 

them in PowerPoint projects? 
A. Follow the “fair use guidelines for educational multi-

media,” page 71, Copyright for Schools; A Practical 
Guide, third edition.  You will find this book in your 
building media center.  You must also have the first 
slide contain the following statements: 

 This presentation was created following the Fair 
Use Guidelines for Educational Multimedia.  
Certain materials are included under the Fair Use 
exemption of the U.S. Copyright Law.  Further 



use of these materials and this presentation is 
restricted. 

  The last slide must cite sources used in the presentation. 
 
14. Do I need to include the statement in question #12 even if 

everything is my original work? 
A. No, but you might want to give yourself and the school 

district credit by stating your name, the school, and the 
date at the end of the document. 

 
15. If I purchased a black line master book that is designed to 

be copied, is it OK to make copies year after year? 
A.  Yes, because you purchased it. 

 
16. When will we be required to have copyright permission on 

file? 
A.  Upon your next use of the material in the fall of 2004. 

 
17. Is it true that music in the public domain does not have 

copyright? 
A.  Yes.   In fact, two sites that you may want to visit are 

http://www.pdinfo.com/ and 
http://www.freeplaymusic.com  

 
18. Is sheet music purchased in educational packages similar 

to site licenses in software? 
A.  Yes, contact the publisher. 

 
19. May I use newspaper articles more than once? 

A. The same copying is not permitted in the subsequent 
term/semester/year without copyright permission. 

 
20. Will time be allotted next year to examine curriculum for 

copying permission needed within departments? 



A. Make this need known to your principal and/or the 
Curriculum Instruction & Assessment office. 

 
21. May I use syndicated cartoons on an overhead, not copied 

for distribution?   
A. Yes, if it is not altered in any way, you own the 

original document from whence it came, and you use it 
for educational purposes only. 

 
22. If one teacher in a department is granted permission, does 

that permission apply to others? 
A. No this permission is not automatic.  You must request 

it when you ask for copyright permission. 
 
23. If we feel that we meet the four factors of the fair use 

guidelines, do we still need to check for permission in 
order for Neil to make copies? 
A. No, you will indicate on your copy request form that 

you already have permission on file.   
 
24. Is there a difference between workbooks, consumables, 

and black line masters? 
A. Yes.  The key is “purchased by the district for every 

child to use.”  Therefore, workbooks and consumables 
need to be purchased for every student.  If you or the 
district purchased the black line master, it may be used 
for your students only. 

 
25. May students copy poems for handwriting practice? 

A. Use poems in the public domain such as nursery 
rhymes, or get copyright permission. 

 
26. Do we have to initial the print form when we send over a 

Frank Shaffer master that we own? 



A. Yes, please initial any and all materials you are having 
printed that are not of your own creation. 

 
27. May we use worksheets we have used year after year? 

A. Only if you and/or the district have purchased the 
materials. 

 
28. May I use music that is outdated and not in publication, 

but I own it? 
A. You need to find out if the music is still under 

copyright.  If it is truly in the public domain you may 
play it as long as you wish. 

 
29. May we use Math Their Way black line masters? 

A. Yes. 
 
30. Is it permissible to copy music from the district-purchased 

music CD set so that a small selection of music is readily 
available for my lessons? 
A. Yes, because the district purchased the CDs for 

instructional use.  However, these CDs are not to be 
distributed. 

 
31. How willing are companies to give permission to duplicate 

their materials? 
A. This depends on the company and the original cost of 

the material.  So far, we have found that in the 
educational setting, companies have been very 
generous.  Refer to the Copyright Request Letter at 
http://www.monashores.net/Copyright/Sample_Copyri
ght_Request.doc. 
 

32. I may not use things from my file that I have had forever 
and have no idea of copyright? 
A. That is correct. 



 
33. Do we need to toss all the materials already copied 

without permission? 
A. Definitely not.  Those that you wish to continue to use 

write or call for permission. 
 

34. May we make copies from old texts that are no longer in 
print? 
A. No.  You still need to get permission from the 

company. 
 
35. Is it permissible to cut out pictures from magazines to be 

used for teaching? 
A. Yes, you have purchased the magazine, but you may 

not edit or alter the pictures.  
  

36. If we do not order grammar books, may we copy any of 
the pages from them for worksheets? 
A. No. 

 
37. May we make copies of the grammar mini-lessons?  Each 

classroom has only one book. 
A. The district purchased this one book for use with 

overhead presentations.  The book should only be used 
in this way.  In this case, you may use this overhead 
copy year after year. 

 
38. Is it OK to use an opaque projector or data projector to 

share a cartoon or editorial cartoon with my class?  This is 
a current event. 
A. Presuming that you bought the book or newspaper, you 

may cut it up and post the cartoon on the wall.  You 
may also make a single copy of a cartoon for your 
personal use for teaching.  However, you may not use 
an opaque projector to alter it in any way, such as:  



enlarge, change, use for a pattern, make a wall graphic, 
or a poster of a cartoon. 

 
39. I inherited back issues of magazines with reproducables.  I 

did not purchase the magazines, but they are now in my 
possession.  Is it OK to use the reproducables? 
A. Yes, for your students only. 

 
40. If a company is hired to produce a school video with 

music, are we liable for copyright infringement? 
A. No, the video production company holds all copyright 

responsibility. 
 
41. May we play music accompaniment for student 

performance? 
A. Yes, with public copyright permission. 

 
42. Is it permissible to type selections from our district-owned 

D.O.L. books, story problems from math books, and Grow 
questions to place on an overhead for morning work? 
A. Yes, because the district purchased the materials.  We 

recommend that you cite all references at the bottom of 
the page, so you remember where you got them. 

 
43. If I purchase a reproducible magazine like Mailbox, may I 

use it year after year? 
A. Yes, with your students because you or the district 

purchased it. 
 
44. If we have a CD of clip art, like Print Shop, may we use it 

in our own PowerPoint presentations? 
A. Yes, if you own the original. 

 
45. May I make overheads of math practice worksheets? 



A. Yes, with your own students, if you or the district 
purchased the book. 

 
46. May I copy out of the math enrichment workbook? 

A. Yes, this is a teacher resource the district purchased for 
such use.  You may copy it for your students. 

 
47. How do I document that I have copyright permission? 

A. Keep a file of permission slips and/or have the original 
book on file in your classroom. 

 
48. I always use about five different cartoon strips and remove 

the last frame.  The students read the cartoon and draw 
their own ending.  Is this permissible? 
A. Under copyright law, it is not permissible to use the 

cartoon year after year without permission from the 
publisher.  We recommend that you contact one 
publisher and get permission to use its cartoons.  Also, 
if you cut the end of the cartoon strip, you are altering 
it, which is not allowed.  We suggest that you cover up 
the last frame, have the students write their ending, and 
compare theirs to the author’s. 

 
49. Does the district have permission to copy the consumable 

for reading and spelling consumables? 
A. No. 

 
50. Is tracing a cartoon caricature by hand allowed for wall 

decorating, etc.? 
A. No, you will need copyright permission to do this. 

 
51. Do we need permission to copy certain pages from Econ 

and Me and The Core Democratic Values booklet? 



A. Contact the CIA office for permissions on this.  In the 
meantime, it will be permissible to use this information 
on an overhead for instructional purposes. 

 
52. I have made a PowerPoint to help students identify insects.  

I have included pictures from the encyclopedia, field 
guides, and the Internet.  Since a picture of an insect is a 
picture of an insect, will this factual representation be OK 
for me to use in my presentation? 
A. You may use pictures in your PowerPoint as long as 

you follow the established guidelines:  no more than 
five images from a single artist or photographer and no 
more than 10% or 15 images from a single collective 
work.  However, clip art that you purchase will 
provide you with unlimited use.  You also need to cite 
your references within the document. 

 
53. How about sheets of math computation? 

A. You may create your own for distribution, but you 
must follow copyright guidelines if you are taking the 
sheets right from a published document. 

 
54. Isn’t everything on Google “public domain”? 

A. No.  Google is a search engine.  It searches anything, 
anywhere.  More often than not, this material will be 
copyrighted.  You should assume that information 
found on the Internet is copyrighted unless stated 
otherwise at the Internet source. 

 
55. If we can prove an educational purpose in a video, such as 

life skills, is it then OK to show the video? 
A. Yes, but you should develop a worksheet or some way 

to validate its use as an educational/learning activity. 
 
56. May we still use our taped Reading Rainbow videos? 



A.  Only with copyright permission. 
 

57. Are we allowed to copy overheads for use with 
consumables? 
A. Yes, this is permissible if every student has a book.  

You may make one copy for educational purposes.  
For example, you may want to have one for display 
when reviewing the information with the class.  


