
 
 

MEMORANDUM—Updated July 3, 2007 with new access instructions 
 
Heartland purchased an Annual License with the Copyright Clearance Center (CCC) to ensure the rights to 
lawfully make multiple copies of journal articles, newspaper articles, and chapters of books for our work 
with schools and our own professional development. This license agreement allows Heartland staff (with 
certain restrictions) to make copies of journal articles, newspapers, and chapters of books without seeking 
advance copyright permission. The license is solely for Heartland’s Internal Purposes. “Internal Purposes” 
means the ordinary business purposes of Heartland. 
 
 
 There are five rules to follow: 
 
 1. The copying must be done from an original that is a lawfully acquired copy. 
 2. The copying allowed under this license is only for the titles listed in the CCC database. 
 3. It’s the employee’s responsibility to check the CCC database for license permissions  
  (photocopy or digital uses), http://www.copyright.com. 
 4. The copying is for Internal Purposes only. 
 5. Each copy should include a copyright permissions statement. 
 
 
Copying that is allowed under the license: 
1. Heartland staff can copy and share journal articles, newspaper articles, and book chapters in-house. The 
copying can be paper copy, digital copies shared via e-mail, or digital copies posted on the Heartland 
intranet, http://intranet.aea11.k12.ia.us.  
 
2. Professional development (PD) classes. The license also applies to Heartland classes/workshops, including 
summer classes. This license does not cover making or distributing copies beyond the PD class. 
 
3. Work with schools. Heartland staff can (with certain restrictions) copy and share journal articles and 
chapters of books as part of an inservice or professional development activity.  
 
Scenarios: 

• A supervisor can make 700 photocopies of an article from the latest journal from the professional 
library for the entire staff. 

• A supervisor can send the PDF table of contents of professional library journals to all their staff. 
• A study group can post journal articles and (scanned) chapters of a book on the Heartland intranet. 
• A consultant can make 50 photocopies of a journal article or chapter from a book for an 

inservice/workshop presentation. 
• A supervisor can send a digital copy of a journal article in an e-mail attachment to all Heartland 

staff. 
• Staff can create a website on the agency intranet and post digital copies of journal articles or 

chapters from books as part of study group or agency-wide professional development. 
• Staff can make photocopies for professional development classes/inservices. 

 
Restrictions: 
1. Not all titles (journal and book) are covered under the CCC license.  
2. Copying must be responsible and reasonable. 
3. The license applies only to Heartland “Internal Purposes” (the ordinary business of Heartland). 



4. The license does not cover fee-for-service copying or sale of copies. 
5. The license does not cover the systematic reproduction and distribution of copies outside of Heartland. 
6. The license does not cover the bulk reproduction and distribution of copies outside of Heartland. 
 
How to check if a title is covered under the CCC license AND which uses are allowed: 
Go to http://www.copyright.com 
Enter the titles in the search box 
Click Permissions Options 
Scroll down to Annual License Options 
There will be a statement whether photocopying or digital uses are allowed. 
 
To comply with the CCC license and the copyright law each copy made should include a copyright 
statement. To add the copyright statement to digital copies made by scanning at the copy machines,  
use the acetate cover sheet available at each copy machine. 
 
 “Copies made under Heartland AEA license from Copyright Clearance Center, Inc. -- No further 
 reproduction is permitted.” 
 
Attached you will find a flowchart to help determine whether the copying falls under the CCC license.  
 
If there are titles that are not listed in the CCC database that you would like to have added to the license, 
contact the Heartland professional library. 
 
In summary, Heartland staff should make decisions about copying based on the CCC license, Copyright 
Law, fair use guidelines, and the Guidelines for Copying Books and Periodicals. Remember--responsible 
uses, reasonable copying. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Heartland Area Education Agency does not discriminate based on gender, race, national/ethnic origin, creed, age, marital status, 
sexual orientation, or disability. Direct inquiries to the Equity Coordinator, 6500 Corporate Drive, Johnston, IA 50131-1603, or 
Director, Office for Civil Rights, Chicago, IL 60606-7204. 
 


