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The objective of the Library Reserve collection is to support the curriculum and contribute to student success by making course materials available (on a limited basis) to students.
RESERVE GUIDELINES:
· Please use separate forms for separate classes.

· To assure availability of items in a timely fashion, bring in your material and completed request form early. Items are processed in the order received. Requests submitted during the first weeks of classes may be delayed due to the large volume of reserve processing at the beginning of each semester. Allow a minimum of 1 week to process your items.

· The Library is not responsible for the loss or damage of any materials that have been placed on reserve.

· Items will be removed from the Reserve collection at the end of the semester designated.  Instructors will be informed when the items are removed  
· Please include full citation information with each photocopied item placed on reserve.
· The Library reserves the right to limit the number of copies being placed on reserve for a given class.

· Materials borrowed from other libraries may not be placed on reserve.
· Please remind your students they will need to obtain a Peralta Photo ID card with a current enrollment sticker before they can check out reserve materials. Photo ID cards can be obtained free of charge in Room 511, fifth floor. Faculty members are also encouraged to obtain photo ID cards, as it validates their status to the library staff. 

· Current Library circulation fines and fees apply to all reserve materials.

· 24-hour notice is requested if withdrawing a Reserve item before the scheduled removal date.
Instructor Name:_______________________________________ Date:_______________

Dept: ___________________Course (name & code):______________________________ 

Contact Info 

EMAIL:__________________________________PHONE_________________________

# 1) Title (Please use the exact title you will use in class)


_______________________________________________________

Author (Include Author or Editor, Edition and Year of publication): 

__________________________________________________________________________________

Circulation Period (circle one):
  2 Hour    1 Day    3 Day

How Long to be kept on Reserve (circle one): 1 Semest
2 Semest
4 Semest
Once removed from reserve:  Will pick up _____ Donate to library ______

      ____________________________________________________________________
Library use only

Materials Received by / Date ______________________/_____________

#1 Barcode __________________________________
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#2) Title (Please use the exact title you will use in class)

_______________________________________________________

Author (Include Author or Editor, Edition and Year of publication): 
__________________________________________________________________________________

Circulation Period (circle one):
  2 Hour    1 Day    3 Day

How Long to be kept on Reserve (circle one): 1 Semest
2 Semest
4 Semest
Once removed from reserve:  Will pick up _____ Donate to library ______

________________________________________________________________________
#3) Title (Please use the exact title you will use in class)


_______________________________________________________

Author (Include Author or Editor, Edition and Year of publication): 

_____________________________________________________

Circulation Period (circle one):
  2 Hour    1 Day    3 Day

How Long to be kept on Reserve (circle one): 1 Semest
2 Semest
4 Semest
Once removed from reserve:  Will pick up _____ Donate to library ______

      ____________________________________________________________________
Library use only

#2 Barcode __________________________________
#3 Barcode __________________________________
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The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of copyrighted material. Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other reproduction. One of these specified conditions is that the photocopy or other reproduction is not to be used for any purpose other than private study, scholarship, or research.

For more information than what is provided below go to: 

BCC Library page -> For Faculty and Staff -> Fair Use Resources
( http://berkeley.peralta.edu/apps/pub.asp?Q=19

 HYPERLINK "http://berkeley.peralta.edu/apps/pub.asp?Q=198&T=Internet%20Resources&B=3" \t "_parent" 8&T=Internet%20Resources&B=3 )
WHENEVER PLACING COPIED MATERIAL ON RESERVE PLEASE: 
· INCLUDE CITATIONS on all photocopies or transformed works.

· INCLUDE COPYRIGHT NOTICE found on the original or provide one if original copyright notice cannot be found.

The following is a brief outline of copyright law and guidelines for placing photocopies or transformed works on reserve. 
I. You May: 

    A. Copy only a portion of the following copyrighted materials to place in reserve: 

        1. chapter of a book 

        2. article from a magazine or newspaper, short story or essay (2500 words maximum) 

        3. complete poem if under 250 words, or excerpts from a longer poem, not to exceed 250 words 

    B. Make multiple copies IF: 

1. it is "inspirational" (not enough time to expect a timely reply to a request for permission) AND 

2. the copying is for one course only AND 

3. here are no more than nine (9) instances of "inspirational" copying in one school semester AND 

4. the original copyright notice appears on all copies of the work  OR
5. you have written for permission to copy when the copying is NOT spontaneous AND
            a. you may use the material until you have an answer 

            b. if the answer is "NO," then all copies MUST be destroyed at that time 

            c. if copy permission is granted, you may have further criteria to meet  and must do so 

II. You May Not: 

· Copy to create or substitute for anthologies, compilations or collective works (photocopies of copyrighted materials cannot be used in place of a course textbook) 

· Copy an entire work 

· USE THE SAME MATERIAL FOR SUCCEEDING SEMESTERS, unless permission is secured from the copyright holder. 

· Out of print does NOT give permission to photocopy, but may justify limited "fair use" copying. 

SAMPLE COPYRIGHT NOTICE

"Copying, displaying and distributing copyrighted works, may infringe the owner's copyright.  Any use of computer or duplicating facilities by students, faculty or staff for infringing use of copyrighted works is subject to appropriate disciplinary action as well as those civil remedies and criminal penalties provided by federal law."









