RENFRO LIBRARY RESERVE FORM

BOOKS, JOURNALS AND AUDIOVISUAL MATERIALS
Course Code:                                                                    
Reserve Types   
Course Name:                                                                                
A = 3 hours, in-library use only
Semester:                                           
B = 3 days, may leave library
To be placed on Reserve until:                                                    
C = 14 days, may leave library
Instructor:                                                     ____       _               
 

Where to return materials:                                                       _                        
Is combined class size (all your sections) larger than 20?                        




	
	
	
	Check one per item:

	Reserve Type  (A, B, or C)
	Author(s)
	Title
	EXISTING
Library

Copy
	LOANED

Personal

Copy
	DONATED
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THIS FORM MUST BE READ AND SIGNED BY THE INSTRUCTOR
I have read and I understand the guidelines on copyrighted material on the second page of this form. The material listed above may be used for Course Reserves because (check one or both):
                    It is original (not copied) material, legally owned by me.
AND/OR

                     It is original (not copied) material, legally owned by Renfro Library.
SIGNATURE                                                                 
DATE  ______________________                                            
If you have questions, please call 689-1454 and our Reserves librarian will be glad to assist you.             Revised 8/2014
NOTICE concerning COPYRIGHT RESTRICTIONS pertaining to 
BOOKS, JOURNALS and AUDIOVISUAL MATERIALS
Books or other physical materials which are owned either by Renfro Library or by an individual faculty/staff member may be placed on Course Reserves indefinitely without copyright concerns. Because the materials have been legally purchased and are not being reproduced, such Reserves usage falls within Section 107 “Fair Use” guidelines.
Textbooks are allowed to be placed on Reserve. However, “consumable” materials – those which are “used up” after purchase such as workbooks, forms, and standardized tests – are intended to be purchased for single individual usage and are not allowed to be placed on Reserve.

Audiovisual materials may be placed on Reserve to be used either for “public performance” in a face-to-face classroom or for “private performance” by an individual borrower. However, just as with printed materials, such audiovisual materials must be original purchased items owned either by Renfro Library or by an individual faculty/staff member; audiovisual copies are not allowed.

The information provided on this form is a summary of some of the copyright guidelines.  For additional information please see:

1) Gasaway, Laura N. Copyright Questions and Answers for Information Professionals: From the Columns of “Against the Grain”.  West Lafayette, IN: Purdue University Press, 2013.

Available in Renfro Library at:  346.730482 G246c
2) Renfro Library Reserve Guidelines available at http://library.mhu.edu/services/reserves.htm 

Please Note: We cannot guarantee the condition of any loaned personal items while they are on Reserve.








