
 

 

FIELDING LIBRARY QUICK REFERENCE GUIDE 
 

Copyright 
 

While your Fielding librarians do not have extensive expertise in copyright law, we have created a 

comprehensive guide containing links to a variety of resources which should help answer many of your 

questions.  

Fielding Graduate University respects the intellectual property rights of the authors of creative works and 

expects faculty, students and staff to act in compliance with the use of copyrighted materials. Faculty, staff, 

and students using copyrighted materials are individually responsible for ensuring they are in compliance with 

applicable copyright law. Determinations as to whether or not a desired use is an exception to copyright law 

(i.e. ‘Fair Use’) rest with the individual.  

Resources Related to Fair Use 

• The United States Copyright Office provides an overview of the Fair Use doctrine, including the four 

factors used when evaluating fair use: http://copyright.gov/fair-use/more-info.html  

• The American Library Association’s Office of Information Technology has created a ‘Fair Use Evaluator’ 

tool.  This resource is intended to help you best evaluate ‘fairness’ of use and can also provide you with 

a time-stamped PDF document showing the fair use assessment you made: 

http://librarycopyright.net/resources/fairuse/  

Resources Related to Course Management Systems 

• The Copyright Clearance Center has comprised a brief white paper outlining best practices for 

copyright compliance in course management systems: http://www.copyright.com/wp-

content/uploads/2015/04/Using-Course-Management-Systems.pdf  

 

Copyright and Dissertations 

Please note that this document does not serve as legal advice. These are best recommendations and procedures to 

follow, but you are ultimately responsible for obtaining the necessary permission to reprint others’ works.  

Obtaining copyright permissions for your dissertation  

If you reuse someone else’s copyrighted work in your dissertation you will need to obtain permission to do so 

from the copyright holder (typically the publisher). We have illustrated some common steps/procedures used to 

obtain such permissions below.   

To learn more about copyright and your dissertation please consult these resources created by ProQuest in 

partnership with Dr. Kenneth Crews:  

• ProQuest/UMI Copyright Guide  

• Copyright and Your Dissertation or Thesis: Ownership, Fair Use, and Your Rights and Responsibilities  
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The resources below offer guidance on obtaining copyright permissions, including links to a few sample 

copyright permissions letters. 

• Columbia University provides an excellent overview of the process of obtaining permissions, including 

offering a model permissions letter for material to be used in a course management system: 

https://copyright.columbia.edu/basics/permissions-and-licensing.html  

• The U.S. Copyright Office has also produced a two page brief on obtaining permissions:  

http://www.copyright.gov/circs/m10.pdf  

• The University of Texas has created a ‘Copyright Crash Course’ which includes a detailed page on 

obtaining permissions for a variety of material types and formats: 

https://copyright.lib.utexas.edu/permissn.html  

• Many other institutions post sample copyright letters to the web.  Here is a simple template provided by 

Baker University: https://www.bakeru.edu/images/stories/1_Academics/2_Library/PDF/sampleletter.pdf  

• In addition to publishers, the Copyright Clearance Center is another useful resource to use when 

seeking permissions.  Learn more here: http://www.copyright.com/get-permissions/  

 

Common Procedures:  

The first step in seeking permission is to determine who owns the copyright. In most cases, the publisher of the 

larger work owns the copyright.   

Many publishers partner with the Copyright Clearance Center (aka ‘RightsLink’) to streamline the process of 

requesting permissions.   

If you’re unsure where to start, navigate to the webpage of the particular article from which you wish to reuse 

the text and/or figure.   

On that page, look for a link that says ‘rights’ or ‘permissions’:  
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Clicking on the permissions link typically will either redirect you to the Copyright Clearance Center or will take 

you to an information page that describes the publisher’s preferred steps for requesting permissions.   

Be sure to read the publisher’s directions thoroughly to ensure the quickest processing time for your request.   

If you are unsure of how to complete a request form check to see if there is a comments section that allows 

you to provide clarity. Alternatively, check for the appropriate contact information you can use to seek help.   

If you do not see a permissions link on the article page, try connecting to the journal’s website to look for 

‘about’ or ‘permissions’ information.  

Using RightsLink from the Copyright Clearance Center  

If a publisher redirects you to a ‘RightsLink’ page, you will need to complete the form as directed.  

Note that you will need to create an account at some point during the process.  

When you first land on the RightsLink page, you will need to indicate your intended use:  

  

  

  

  

  

  

  

  

  

  

  

  

 

 

Upon selecting your intended use, you will be taken to the ‘quick price estimate’ page. Do not be alarmed by 

the word ‘price’. In many cases, there is a cost associated with permissions, but this is not common when 

reusing works in a dissertation/thesis.   

Complete the form and press ‘continue’.  If you have not yet created an account, you will be prompted to do so 

to complete the permissions request process.   



 

 

If you have questions about completing the form, you will need to contact either the Copyright Clearance 

Center or the publisher for clarification. The library cannot assist with completing the request form, but we are 

happy to help you identify the necessary entity to contact for assistance.   

 

 

More Resources  

To learn more about copyright and permissions please consult these resources:  

• Getting Permission – a page from the University of Texas Libraries’ Copyright Crash Course which 

includes information on finding the copyright owner and requesting permission  

• Copyright Information Center from the University of Chicago. Check out the  

‘understanding copyright’ section for general information   

• Asking for Permission – a page from Columbia University’s Copyright Advisory Services website  

 

 

General Copyright Guides 

The resources below link out to comprehensive copyright guides developed by other institutions.  Please note, 

they will contain some information specific only to their institution, but much of the guidance can be applied 

more generally: 

• Columbia University’s Copyright Basics Guide: https://copyright.columbia.edu/basics.html  

• New York University Libraries’ Copyright Guide: http://guides.nyu.edu/friendly.php?s=copyright  

• University of Oxford, Bodleian Library Copyright Guide: http://www.bodleian.ox.ac.uk/bodley/using-this-

library/copyright  

• Boston College’s Copyright and Scholarship Guide: http://libguides.bc.edu/copyright  

• The U.S. Government Copyright Office provides links to a wealth of information related to copyright: 

http://www.copyright.gov/  

• Medical Library Association’s comprehensive copyright guide: 

http://www.nursecredentialing.org/Accreditation/ResourcesServices/CopyrightInformation.pdf  
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