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College equipment will be used for the printing or duplicating of that work which is used in 
college-related programs. 
 
Copyright laws must be strictly followed.  Copyrighted materials will not be reproduced in 
full without written permission of the owner and/or author.  This includes the reproduction of 
photographs made by someone other than the college or student newspaper photographer. 
 
Personal copies, of a professional nature, may be printed or duplicated for employees when 
approved through appropriate channels and after all college materials have been completed.  
Personal work includes those materials which are being copied by employees for use in 
advanced programs of study at other institutions.  Appropriate fees will be charged to 
individuals requesting this service. 
 
Tests and other confidential materials are to be handled by faculty or office staff only, and are 
not to be delivered or picked up by students. 
 
The President or the President’s designee shall establish procedures for printing or 
duplicating. 
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