
 
 

COPYING FOR CLASSROOM DISTRIBUTION AND 
COURSE PACKS 

 

 College of the Rockies 
 

Once you have determined that your copying is covered under the Access Copyright/ACCC Model  
Licence, the ACCC Fair Dealing Policy, Educational Use of the Internet legislation, a Creative 
Commons licence or is your original work then please adhere to the following guidelines and 

procedures. 

 
Classroom Distribution 
 
A.  Make your master copy. One page of your copy must bear a complete bibliographic citation of the 
source publication. (include title, author/editor, publisher, date of publication, page numbers of copy, and 
total number of pages in the publication and ISBN/ISSN number) If source is the Internet, as much 
information to identify the item as possible (URL, name of website, title of document, author, date 
retrieved). 
 
B.  Bring the copy to Sue Morin, in the Library. She will need to know which course you are making the 
copies for and how many copies will be made. Your copy will be recorded in the Copyright Log and 
stamped with a Copyright stamp.   
 
C.  A Fame ticket will be initiated by Sue for your copying, so she will also require your 2-digit copy code. 
 

Course packs 
 
A.   Make the master copy of your course pack.  One page of each of the copies included in the course 
pack must bear a complete bibliographic citation of the source publication. (include title, author/editor, 
publisher, date of publication, page numbers of copy, and total number of pages in the publication and 
ISBN/ISSN number) If source is the Internet, as much information to identify the item as possible (URL, 
name of website, title of document, author, date retrieved). 
  
B.   Bring the master copy to Sue Morin, in the Library. She will need to know which course the course 
pack is for and how many copies will be made for sale in the Bookstore. Your Coursepack will be 
recorded in the Copyright Log, stamped with a Copyright stamp and forwarded to the Bookstore and the 
Production Support Centre for copying, packaging, pricing and sale.   
 
C.   If you require instructor copies of the course pack, please provide your cost centre code for 
photocopying. 
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