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DATE: August 8, 2002

TO: Faculty and Graduate Student Reserves Users
FROM: Washington State University Libraries
RE: Copyright and Reserve Requests

The WSU Libraries are prepared to assist you in obtaining COPYRIGHT for any
materials you place on reserves. In order to assist the Libraries in this task you will
need to provide the following information for each article or book chapter you
wish to have processed. If you are placing an article from a journal, you will need
to supply the volume, number, and year information, also.

e Copyright notice, usually found on the verso of the title page
e Title page of the book or journal
e Copy of the article or book chapter.

If the Libraries find that copyright permission for the article or book chapter is
excessive, we may ask if you or your department would be willing to assist in the
costs.

The WSU Libraries has also expanded the availability of Electronic Reserves or E-
Reserves. E-Reserves allows you to make your reserve materials available to your
students electronically through the Griffin Catalog. To place an item on e-
reserves, please supply the copyright information outlined above, completed
reserve request form, and a legible copy of the article or book chapter. Legibility
guidelines for placing materials on e-reserves are attached.

Based on research and information from peer Universities, and in order to best
serve all Reserve Users, we are setting a limit on the number of items that can be
placed on reserves for each class. The number of reserve items allowed is 20 per
class. We are always willing to discuss our limits, so if you have a special need,
please come in and discuss it with Library staff.

Please feel free to contact the library if you have any questions, or for additional
information. (335-5618)
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WHY PUT MATERIAL ON RESERVE? To make heavily used items available for class assignments by
restricting the circulation period.

WHAT SHOULD BE PLACED ON RESERVE? Any material that will be heavily used by an entire class
over a limited time may be placed on reserve. This includes books, chapters or sections of books and articles
from journals or periodicals. Short extracts from books and articles should be photocopied for reserve. All
photocopies must be provided by the instructor. Multiple copies are restricted due to the U.S. Copyright Act of
1976, space limitations of the reserve area, and library policy based on use patterns of reserve items. The
Libraries request one copy for every 30 students. Due to heavy usage, reference and two-hour materials may not
be placed on reserve. It is usually not necessary to place materials listed on optional class reading lists and
general bibliographies on reserve. The library is willing to place personal copies on reserve, and will give them
the same care as library copies, but cannot assume responsibility for loss of these items. The total number of
reserve items allowed is 20 per class. We are always willing to discuss our limits, so if you have a special need,
please come in and discuss it with Library staff. The WSU Libraries has also expanded the availability of
Electronic Reserves or E-Reserves. E-Reserves allows you to make your reserve materials available to your
students electronically through the Griffin Catalog. Contact Holland Library reserve unit for further information.
(509/335-5618)

HOW DOES ONE REQUEST MATERIAL FOR RESERVE?

Obtain a LIBRARY RESERVE REQUEST FORM from any circulation desk.
Fill it out COMPLETELY.
Return it to the circulation desk whose reserve services you wish to use.

HOW LONG DOES IT TAKE MATERIAL TO REACH THE RESERVE SHELVES: Allow two weeks
for material to be processed. If material must be purchased by the library it will take an average of 18 weeks
before it is available for reserve use. PLEASE NOTE: This most often requires lead time of ONE SEMESTER
in submitting requests for an item the library must purchase.

WHEN IS MATERIAL REMOVED FROM RESERVE? Material will be removed from reserve at the end of
the semester or other date indicated on the LIBRARY RESERVE REQUEST FORM. Circulation records for
titles placed on reserve are returned at this time for evaluation of use made of reserve class materials. All reserve

materials must be reviewed annually and may be renewed for reserve by resubmitting an updated LIBRARY
RESERVE REQUEST FORM to the appropriate circulation desk.

PLEASE DIRECT QUESTIONS YOU MAY HAVE TO THE CIRCULATION DESK WHOSE RESERVE
SERVICES YOU WISH TO USE:

Agricultural Sciences Branch Library Circulation - 335-2266
Architecture Library Circulation - 335-4967

Education Library Circulation - 335-1492

Health Sciences Library Circulation - 335-9556

Holland Library Reserve - 335-5618

Music Library - 335-3308

Owen Science & Engineering Library Circulation - 335-2672
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Holland Library currently offers a seminar reserve service to faculty in the Humanities and Social Sciences
Division (College of Sciences and Arts) and the College of Business and Economics.

SEMINAR/GRADUATE RESERVE

Seminar reserve service is provided only for graduate and/or seminar courses which require concurrent usage
of materials by students. To insure that these materials will be readily available for immediate access by users,
they must be used within the Current Journal Room. They CANNOT be checked out. Copy machines are
available in the Current Journal Room. Due to heavy usage, reference and two-hour materials may not be
placed on Seminar Reserve.

Available shelving space is allocated according to a first-come, first served principle. A maximum of 100
items per course (books, volumes, folders, etc.) may be placed on seminar reserve to insure equitable access
by students in other courses. After the initial two weeks of each semester, requests for additional items may be
accepted if shelving space is still available.

ADDITIONAL INFORMATION ABOUT SEMINAR RESERVE

Materials may be placed on seminar reserve by requesting seminar reserve forms from the Media Materials &
Reserve Desk (ground floor, Holland East), or the Circulation Desk. Fill out each form completely, and return
the completed forms and materials to the Media Materials and Reserve Desk. All photocopies must be
provided by the instructor and are restricted due to the U.S. Copyright Act of 1976 and library policy. Please
allow up to two weeks for materials to be processed. Some materials may need to be recalled from individuals
and will take extra time to prepare. At the end of each semester, all materials will be taken off seminar reserve
and returned to the regular shelves unless otherwise requested by the instructor.

OTHER RESERVE MATERIALS

Other required course materials, for classes which do not meet the criteria above, may continue to be located at
the Reserve Desk where students may check out two items at a time for periods ranging from two hours to
seven days, depending on the instructor’s preferences.

FOR FURTHER INFORMATION

A number of graduate and seminar classes have taken advantage of the seminar reserve service in the past.
For additional information, please contact Holland Library staff in Media Materials and Reserves, 335-5618.
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