Western Libraries Course Reserve Worksheet


Course Information

Instructor: _________________________________/______   Discipline & Number: ________________________________
		Last name		          First Initial				Example:  GEOL 101
Please check one:  
[bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Check4]|_|New list 	|_| Add to existing list		|_| Remove list/items		|_| Renew previous list
Remove materials at the end of:
[bookmark: Check5][bookmark: Check6][bookmark: Check7][bookmark: Check8]|_|Fall Quarter		|_|Winter Quarter	|_|Spring Quarter		|_| Summer Quarter

While efforts will be made to safeguard materials, the library is not responsible for any damage to or theft of personal items placed on Course Reserve.

Acknowledgement of Fair Use compliance: I understand that Western Libraries relies on the guiding principles of the Fair Use doctrine, codified in Section 107 of the U. S. copyright law, in all of its course reserve practices, policies, and decisions. Material that falls outside these guidelines will be reviewed for copyright clearance by Course Reserves staff. See https://library.wwu.edu/course-reserves-instructors for more information.

   Instructor’s signature:  ____________________________________________________________


  Accepted by: __________________	 Today’s Date: ____________________          Time:__________________

Materials Information
[bookmark: Check9][bookmark: Check10]|_|Library material        OR      |_| Personal copy		|_| Return to instructor after scanning
                                                                  				
[bookmark: Check11][bookmark: Check12]|_|Excerpt/e-reserve    OR      |_| Physical reserve:     |_| 1 day |_| 3 day |_| 7 day |_| Media/ Video 
 
Call Number: ___________________________________ Author: ___________________________________________

Title: ____________________________________________________________________________No. of Copies: _____
If item is not a whole work:
Chapter/article title:_____________________________________________________________ Pages ______-______

|_|Library material	OR      	|_| Personal copy		|_| Return to instructor after scanning
						
|_| Excerpt/e-reserve   OR      	|_| Physical reserve:   |_| 1 day |_| 3 day |_| 7 day |_| Media / Video 

Call Number: ___________________________________ Author: ___________________________________________

Title: ____________________________________________________________________________No. of Copies: _____
If item is not a whole work:
Chapter/article title: _____________________________________________________________Pages ______-______

|_|Library material	OR      |_| Personal copy		|_| Return to instructor	after scanning
					
|_| Excerpt/e-reserve   OR      |_| Physical reserve:    |_| 1 day |_| 3 day |_| 7 day |_| Media / Video 

Call Number: ___________________________________ Author: ___________________________________________

Title: ____________________________________________________________________________No. of Copies: _____
If item is not a whole work:
Chapter/article title: _____________________________________________________________Pages ______-______



|_|Library material        OR      |_| Personal copy		|_| Return to instructor after scanning
                                                                  				
|_|Excerpt/e-reserve    OR      |_| Physical reserve:     |_| 1 day |_| 3 day |_| 7 day |_| Media / Video 
 
Call Number: ___________________________________ Author: ___________________________________________

Title: ____________________________________________________________________________No. of Copies: _____
If item is not a whole work:
Chapter/article title:_____________________________________________________________ Pages ______-______

|_|Library material	OR      	|_| Personal copy		|_| Return to instructor after scanning
						
|_| Excerpt/e-reserve   OR      	|_| Physical reserve:    |_| 1 day |_| 3 day |_| 7 day |_| Media / Video 

Call Number: ___________________________________ Author: ___________________________________________

Title: ____________________________________________________________________________No. of Copies: _____
If item is not a whole work:
Chapter/article title: _____________________________________________________________Pages ______-______

|_|Library material	OR      |_| Personal copy		|_| Return to instructor	after scanning
					
|_| Excerpt/e-reserve   OR      |_| Physical reserve:    |_| 1 day |_| 3 day |_| 7 day |_| Media / Video 

Call Number: ___________________________________ Author: ___________________________________________

Title: ____________________________________________________________________________No. of Copies: _____
If item is not a whole work:
Chapter/article title: _____________________________________________________________Pages ______-______


USAGE GUIDELINES FOR COURSE RESERVES

Electronic Reserves
· One or two chapters (no more than about 20% of total pages) of a book can be scanned and posted to reserves. If the library owns the title, the selection can be reused indefinitely. 
· The library may purchase copies of material to be scanned for electronic reserves use.
· Articles from library databases can be used without restriction (except for Harvard Business Review - articles must be scanned from the library's print copies).
· Interlibrary loaned material may not be used for course reserves. 
· Library-owned ebooks can be accessed directly from the reserves list in Canvas - the entire book, or individual chapters.
· Library-licensed streaming videos can be accessed directly from the reserves list in Canvas.
· Printed coursepacks cannot be scanned for electronic use.
· The library can assist with obtaining copyright permission for electronic reserve requests that fall outside Fair Use parameters. Contact course.reserves@wwu.edu for more information.
Physical Reserves
· Whole works such as books, journals, DVDs and CDs may be put on physical reserve.
· Personal items will have a barcode and call number sticker added. 
· Loan periods of 1 day, 3 days, and 7 days may be specified for print items; media are loaned for 1 day and may be viewed in the library or removed for viewing elsewhere.
· Titles not owned by the library may be requested for purchase. Please allow up to two weeks for processing.
· All items will be removed from reserves shelves at the end of each quarter unless specified. Personal items are available to pick up on the last day of the quarter.
· Items borrowed via Summit or ILL cannot be put on physical reserve.
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