Course Readers

Submit, Publish, Order

Course readers provide Professors with the ability to publish customized, topically
specific texts for their classes. Instead of having to purchase complete works where
only a small portion will be required for study in the class, students pay only for the
material they will actually use. A Professor simply selects, copies/scans, and submits
the material they wish to have reproduced for their class, submits their order and
materials to us, and we do the rest!

In addition to digitally cleaning and paginating your materials, we can also number
tables of contents and insert color slipsheets between articles to help your students
navigate through their readings. We also offer copyright clearances for articles or
chapters as needed.

If you have any questions, please contact us at 459-3888 or by email.

Professor Publishing

Faculty — Submit Course Readers for Digital or Hardcopy
Production!

To submit a reader for publication, please download and complete the Professor
Publishing Reader Order form . We also have this form available in Jack Baskin
Engineering, Room 25 and are happy to help you fill it out.

There is no “due date” for course readers that don't require copyright clearance, but the
earlier you submit them the more likely they will be ready for the first day of instruction.
Don't plan on sending them to us within a week of the first day of instruction and having
them ready!

If your course reader requires copyright clearance, we need you to submit the reader at
least five weeks ahead of the first day of instruction.

Is your reader the same, or very similar to a reader you've used in the past? Let us
know! This usually expedites the turn around time for printing your reader!

Does your reader need copyright clearance? Add reference to authorization here, explain
why, there are forms for each determination that need to be filled out.

Once you have your materials collected and you've filled out your forms, you can either
bring your order form and materials to the Copy Center at Jack Baskin Engineering,
Room B25 between 8 am and 4:30 pm, Monday through Friday, or you can email your
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order form and materials to profpub@ucsc.edu. Don't forget to save your order
form before emailing it!

If you have any questions you can call (831) 459-3888 or or email us with any
questions you may have.

Copyright Clearance

When you reproduce any copyrighted work (books, journal articles, images of artwork, etc.) for
use in a Course Reader, or any course materials, the overall rule governing the use of these
works is known as the “fair use doctrine”. Fair use allows reproduction and other uses of
copyrighted works — without requiring permission from the copyright owner — under certain
conditions. In many cases, you can use copyrighted materials for purposes such as criticism,
comment, news reporting, teaching (including multiple copies for classroom use), scholarship or
research.

If you are unsure whether your reader requires copyright clearance, please visit this UC
Copyright Education Website for more information. You can also call us at (831) 459-3888
or email us with any questions you may have.

Either of the following forms MUST be submitted with your course reader materials:

o Ifyour reader, lab manual or workbook DOES NOT require copyright clearance,
please download and complete the Authorization to Reproduce Printed Materials
Form.

o Ifyour reader, lab manual or workbook DOES require copyright clearance, please
download and complete the Copyright Clearance Request Form.

Once you have your materials collected and you’ve completed your forms, you can either:

e Bring your materials and the completed form(s) to Jack Baskin Engineering, Room B25
between 8 am and 4:30 pm, Monday through Friday; or

e Email your materials and the completed form(s) to profpub@ucsc.edu. Don’t forget to
save your forms before emailing them to us!

Submission Dates

Readers NOT requiring copyright clearance

If the course reader you’re submitting for publication does not require copyright clearance, the
latest you really want to submit it is one week prior to the first day you need them in class.
Anything later we still may be able to accommodate and meet your deadline, but it’s not
guaranteed. Core course readers, or other readers that serve large class sizes need to be submitted
at least a few weeks prior to the first day of classes.
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Readers requiring copyright clearance

Quarter of Academic Year

Latest Date for Reader Submission

Fall Quarter (end of September) | Mid-August
Winter Quarter (beginning of January) | Mid-November
Spring Quarter (roughly April 1) | Mid-February
Summer Session I, 8-, and 10-week (third week in June) | Mid-May
Summer Session II (last week in July) | Mid-June

If your course reader requires copyright clearance, we need you to submit the reader at least 5
weeks ahead of the first day of instruction. Suggested submission dates for readers requiring
copyright clearance are below.

Contact Us

We are currently located in Baskin Engineering B25, in the basement just inside the

loading dock.

Our hours are 8:30-4:30 Monday - Friday.

Name
Luis G
Casillas

Cary Cee
Coleman

Gabe
Donohoe
William J
Kasper

Title

Phone
Customer Service .
Representative
Copy Center .
Operations Lead
[ ]
Manager .

831-
459-
3888
831-
459-
3381

831-
459-
5273

Campus Email
e locasill@ucsc.edu

e caccolem@ucsc.edu

e gjdonoho@ucsc.edu

e dragon0Ol@ucsc.edu
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