Policies and Information for Authors
The Cupola: Scholarship at Gettysburg College
About The Cupola
The Cupola: Scholarship at Gettysburg College is an open access collection of scholarly and creative works
produced by faculty, students, and other members of the Gettysburg College community. Works shared in The
Cupola will be permanently accessible to the public and fully searchable by search engines like Google, Google
Scholar, etc. Open access publication increases the visibility of Gettysburg College scholarship. More about The
Cupola.
Types of Content
We are interested in sharing a broad range of content related to Gettysburg College. Some guidelines follow, but
please contact us with ideas or questions (cupola@gettysburg.edu):
• The work must be produced or sponsored by a faculty member, employee, student, organization or
department of Gettysburg College.
• Authors not affiliated with Gettysburg College may contribute to The Cupola if they co-author with
College authors or participate in College-sponsored events. For more information about co-authors, see
“Co-authored Works,” below.
• The work must be creative or scholarly in nature, research-oriented, or of institutional significance.
• We follow copyright law.
o If works have been previously published (ex: journal article, book chapter, book), the Library
will seek permission from the copyright holder to post work in The Cupola. When copyright
permissions to post the entire work cannot be obtained, it may be permissible to post part of
the work (for example, one chapter, or up to 10%). When copyright permissions to post any
portion of the work cannot be obtained, descriptive entries may be added; metadata enhances
discoverability even when full content isn’t posted. (For an example of a descriptive entry
without full content, see http://cupola.gettysburg.edu/histfac/38/).
o If works have not been previously published, it is the author’s responsibility to ensure that the
work does not include illegal use of intellectual property created by others, including text,
images, video, music or other materials. Authors should be able to document that such
materials are covered under the fair use clause of copyright law, that the works are in the public
domain, or that the author has obtained permission from the copyright holder to redistribute
the material. For more detail about copyright, see “Copyright Considerations,” below. Also feel
free to contact us with questions.
• Content in The Cupola may include (but is not limited to):
o Formal publications from journals and books
o Other products of faculty scholarship which are not represented in formal publications, such as
data sets, conference presentations, working papers, technical reports, blog posts,
editorials/opinion pieces, etc.
o Faculty-created course materials including textbooks, lab manuals, data sets, etc.
o Exemplary student work produced for any course, undergraduate research projects, capstones,
etc.
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Collaborative class projects with digital components that lend themselves to sharing via The
Cupola
o Journals published by Gettysburg College or partner organizations
o Open Educational Resources created by Gettysburg College authors
o Multimedia presentations, image collections, and audio/video content
o Annual reports, newsletters, and important documents created by departments and other
campus units
Some material may be available only to current college faculty, staff and students.
o

•

Submitting, Revising, and Withdrawing Content
•
•

•
•
•

•

Library staff will check copyright permissions and upload materials on behalf of authors. Authors
interested in submitting materials to The Cupola should consult with Musselman Library’s Scholarly
Communications Committee (cupola@gettysburg.edu) or their librarian liaison.
Student authors must complete the Cupola Release Form prior to material being uploaded to the
repository. Student authors maintain copyright to their work and grant the College a non-exclusive
license to distribute it via The Cupola. A non-exclusive license does not transfer copyright from the
creator! Authors maintain control over their work.
A release form must be completed for each submitted work. This allows us to represent it accurately,
with keywords and other descriptive detail.
Authors may update and add to existing works in The Cupola.
Withdrawing content
o While we do not anticipate problems, Gettysburg College may remove content from The Cupola
without notice.
o Likewise, an author or copyright holder may notify Gettysburg (cupola@gettysburg.edu) and
request that content be removed as soon as practical, with one exception: works in journals
published by Gettysburg College or one of our partner organizations. Once published, journal
issues are final. Individual articles may not be revised or removed.
o Any copies of content or publicity materials that mention content in The Cupola will not be
recalled or destroyed. Please note that Gettysburg College may not be able to remove cached
copies of content.
Technical Requirements:
o There is no file size limit.
o Most file formats are acceptable (pdf, Word, image, audio, video, etc.).
o Digitization of print-only materials will be handled on a case-by-case basis.

Co-authored Works
Each joint author has the ability to grant a nonexclusive license to use a work without the permission of
other joint authors. The authors are responsible to each other regarding any money made, but in terms of
the ability to license they all share complete rights. Of course, the copyright policies of any relevant
publisher must also be followed. The Cupola policy is as follows:
1. Any co-author can give permission for deposit.
2. Any co-author can object and request take-down, which we will honor.
3. In cases of disagreement, we wait for co-authors to sort it out among themselves.
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Implications for future publication
Authors maintain copyright of previously unpublished works shared in The Cupola, so works may be
submitted for publication elsewhere. Some journals require that manuscripts not be previously
published. Most journal publishers do not consider posting a work in a repository like The Cupola to
constitute a previous publication. However, if you have concerns about a specific journal, please contact
us (cupola@gettysburg.edu). Students should consult with their professor(s).
If student work involves ongoing faculty research that is not appropriate to share publicly, please
contact us about embargo options.
Copyright considerations
The copyright holder retains the rights for all works submitted to The Cupola. In the case of previously
unpublished works, the author is the copyright holder. For formally published works (journal articles, books,
book chapters), authors may have transferred copyright to another entity.
The following guidelines are helpful for previously unpublished works for which the author (including student
authors) still holds copyright:
Musselman Library will not knowingly publish works that violate U.S. copyright law. However, the
ultimate responsibility to honor copyright rules and regulations lies with the author. If you use whole
materials (images, video, audio, etc.) in your work that are protected by copyright, you must obtain
permission from the copyright holder to republish them in your own work. Citing a source is not the
same as obtaining copyright permission.
Often, there is a difference between using copyrighted material in a class assignment and republishing
copyrighted material on the web. What is acceptable in your coursework may not be legal to publish in
The Cupola. Please speak with us about specific instances – librarians are available to consult with you
about your rights and responsibilities.
When is it acceptable merely to cite your source, and when do you need to obtain copyright permission
to use a source? It depends! Here are some common examples:
•

Quotations – when quoting from books, articles, websites, or other publications, be sure to give
a complete citation that will allow the reader to locate your original source in its entirety.

•

Tables, data, sources of statistics, diagrams – if including reproductions of these types of
sources, give a complete citation that will allow the reader to locate your source.

•

Human or animal subjects – if your research includes human or animal subjects, please consult
the website for the Institutional Review Board for guidelines and procedures (see
http://www.gettysburg.edu/about/offices/provost/irb). Student research involving human or
animal subjects must have been approved by the Institutional Review Board (IRB) or the
Institutional Animal Care and Use Committee (IACUC) prior to conducting research.
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•

Websites – almost every website includes copyright information. Please review the site
carefully; just because something is freely available via the web does not mean it can be reused
without permission.

•

Media (audio, sound recordings, software, video, etc.) – if sound bites or clips are not original
(made by you), you will need to obtain permission from the copyright owner(s), which could
include the performer, the composer, and the publisher. Music can be especially tricky, so don’t
hesitate to ask for clarification.

•

Images used in student papers (photos, artwork, sculptures, graphics, paintings, etc.):
If the image is in the public domain or if re-use is permitted under a Creative Commons or other
license, authors do not need permission for re-use. Of course, you should always provide proper
attribution and cite your source.
If the image is protected by copyright, authors may potentially invoke fair use to reproduce it
within a piece of analytic writing with the following limitations:
•
•
•
•
•
•

“The writer’s use of the work, whether in part or in whole, should be justified by the
analytic objective, and the user should be prepared to articulate that justification.
The writer’s analytic objective should predominate over that of merely representing the
work or works used.
The amount and kind of material used and (where images are concerned) the size and
resolution of the published reproduction should not exceed that appropriate to the
analytic objective.
Justifications for use and the amount used should be considered especially carefully in
connection with digital-format reproductions of born-digital works, where there is a
heightened risk that reproductions may function as substitutes for the originals.
Reproductions of works should represent the original works as accurately as can be
achieved under the circumstances.
The writing should provide attribution of the original work as is customary in the field,
to the extent possible.” 1

When in doubt, authors may link to online images without seeking permission.
Whether or not reuse permission is required, authors should always provide proper attribution
and cite sources completely.
Please note: most images from the Artstor database may not be posted in an open repository
like The Cupola (see http://www.artstor.org/content/permitted-prohibited-uses). Musselman
Library’s contractual license with Artstor prohibits such use; this contract overrides the fair use
section of the copyright law. Students may use Artstor images in class papers as long as they are
not shared on the open web.
1

College Art Association (Feb. 2015). Code of best practices in fair use for the visual arts. Retrieved from
http://www.collegeart.org/pdf/fair-use/best-practices-fair-use-visual-arts.pdf
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If you need to obtain permission from a copyright holder, this page from the Columbia University Libraries
Copyright Advisory Office will be useful:
http://copyright.columbia.edu/copyright/permissions
If you have additional questions about these procedures, please contact us at cupola@gettysburg.edu.
Questions about copyright may be sent to cupola@gettysburg.edu or to the Musselman Library Copyright
Committee (http://www.gettysburg.edu/library/copyright/contact.dot).
User Rights and Responsibilities
•
•

•
•

All users must respect the intellectual property rights of the copyright holder. Any use which exceeds
personal use or fair use under U.S. copyright law may require permission from the copyright owner.
For previously unpublished scholarly or creative works, the right to download or print any portion of
this material is granted by the copyright owner only for personal or educational use. The author/creator
retains all proprietary rights, including copyright ownership. Any editing, other reproduction or other
use of this material by any means requires the express written permission of the copyright owner.
Material may not be copied, distributed, displayed, altered, or used for commercial purposes, unless
specified by Creative Commons License.
Except as provided above, or for any other use that is allowed by fair use (Title 17, §107 U.S.C.), you
may not reproduce, republish, post, transmit or distribute any material from this web site in any
physical or digital form without the permission of the copyright owner (not necessarily the author) of
the material.

If you have questions about permitted uses for any content in this database, please contact
cupola@gettysburg.edu.
5/2012, updated 6/2014, updated 8/2015, updated 7/2017

Policies and Information for Authors – The Cupola: Scholarship at Gettysburg College
Musselman Library, Gettysburg College

5

