Department of English

Copying Policy

Effective August 21, 2006

This policy applies to all teaching staff: permanent faculty, teaching assistants, and full and part-time lecturers.

Please read the policy carefully.  The primary intention is to provide teaching staff with all they need to teach.  The secondary intention is to deter abuse of our copying facilities. 

Course Materials


All usual materials needed for teaching will be copied by the office staff if submitted at least 24 hours in advance.  These materials include:  syllabi, exams, quizzes, exercises, study sheets, and single copies of short texts (articles, stories, etc.) to be placed on reserve.


> Materials should be submitted with a half-page form (available near the blue folder where copy requests go) filled out with your name, the time/date submitted, number of copies needed, and clear instructions about format.  If the copy is of part of a book, please indicate which pages need to be copied.

Faculty Research Materials

Permanent faculty may request single copies of their manuscripts for professional purposes:  publication, conferences, etc.  Please do ask for a Xerox rather than running multiple printer copies!


Permanent faculty may also request single copies of reasonable excerpts from books or journals that they need for their research (interlibrary loans, etc.).  Please do not request copies of entire books.

Courtesy Copies

All teaching staff have a copier code and can do their own copying up to 500 courtesy copies per semester during the academic year.  Those teaching in the summer will have 300 for the summer. 


>  Office staff will monitor copy use, checking individual totals at the end of each calendar month.


> When an individual has used 400 copies, the office staff will put a hardcopy warning notice in that person's mailbox, indicating that they have just 100 copies left.  There will be no other warning:  it is up to the individual to keep track of that last 100 copies.


> When an individual uses more than 500 copies in a semester, that person will be billed 10 cents per copy for the overrun.  The bills will be in hardcopy in mailboxes by commencement day.  


> Overrun bills should be paid by check, made out to the UNCG English Department Enrichment Fund, and given to Lydia Howard.  


> Checks for fall overruns are due the first class day of spring semesters; spring overrun checks are due the day spring grades are due; summer checks are due by the first class day of fall semesters.


> If an overrun bill is not paid in full and on time, that person's copier code will be deleted for the next semester.  The individual will receive no courtesy copies for that semester.


> Two failures to pay the overrun bill in full and on time will end the person's courtesy copies for five calendar years. 
