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Guldellnos for the. productlon and - dlssemlnatlon of

educatlonal éroducts through Women's Educational’ Egulty Act Program

1(WEEAP) grants are presented.-Basic requlrements are: given for -

manuscrlpt preparation and style for print materials, Audiovisual
prodauction guldellnes include general pointers, .audiovisual product

. definitions, tips on technlque, and cost reminders. Some important
- points pregarding copyright, e.g.., clearances and authorization, are
also provided, along with a_ draft of. the HEW copyrlght information' -

program which presents guzdellnes, and copyright guidelines. cnrrently
utilized by NIE (reprinted from the Federal Register).. An explanatlon
of WEEAP's Joint Dissemination Review Panel includes purpose and

background, operations, procedures for submission of material for
dissémination, and criteria for judging. material effectlveness.__
Appendlces descrlbé terms and condltlons for HEEAP grants.-(MBR)‘
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- As the- Nomen s’ Educat1ona] Equ1ty Act Program (WEEAP) contznues tzimove

. ahead in"its fund1ng activities,-a, teamwork approach is gaining momen-
tum.- Nowhere is'‘teamwork more 1mportant than'in the development and -

_ production. of WEEAP educational ‘materials. The WEEAP/regulat1ons state
that “materials and programs developed and validated under.this grant
shall .not be disseminated - w1thout review for effectiveness by the Com-
m1ss1one5" (45 CFR 160f.8(f)) .7 With the 11m1ted;WEEAP/funds, products
for dissemination are being deve]oped which can;be used in other dareas

- of the Un1ted States to e11mﬂnate sex ro]e stereotyp1ng and _sex’ bias..

,_4-—' -

L - - . ..

~ The questuon of what is meant by dissem¥nation can-be a problem. A s
“recent National ‘Institute of ‘Education (NIE) -study identified a total- of
208 Vd1ssem1nat1on" requ1rements in 1eg1sﬁat1on and program regulations:
I those 208, NIE found that: none‘conta1ned a definition of} dissemind- ~
tion nor ev1dence that -the *term was' ‘used ‘with any consi t meaning.:
The' WEEAP ‘uses’ the' term "dissemination" as suggested by the D1ssem1na-
‘tion AngJys1s Group (DAG),,Off1ce f the Assistant Secretary for Edu-

* cation, which determined that activities engaged in by those c1a1m1ng to’
.do dTBsem1nat1on can be. c?ass1f1ed into one of -four categories according

“to the intest or purpose of the act1V1ty. This c]ass1f1cat1on appears: - &
1n th1s Man_ . o . : - R S
. ; 4" '-?«‘ RN 5 o= : R . .
As we work’ together in. eroduct deve]opment, we - place heavy" emphas1s on L
- developing programs ‘agd’; ‘Aroducts of high qua11ty, building in ag eval- - ;"f
uat1on'component fremftheyvery beg1nn1ng, moving through the various o ;///f

\ -requ1red approvals, ‘and, providing a dissemination plan and negwork to
- serve as-ihe bdsis for the. widest: :poss;ible diffusion and/or distri-

~ bution. 'fThe basic 1nformat1on in this Manual pertains to the develop-. .

- ment of. pr1qt andraud1ov1sua1 méter1als for the WEEAP, a11 Of!WhTCh are :
“the property of the U:S Goverdhent | .

The d1ssem1nat1on contractqr has been authorized to conduct all Qroaéct
dissemination act1v1t1és so that WEEAP no longer ‘prevides copyright

~»~authortzat1on and the :U.S% Qffice of Education (USOE) Copyr1ght Regu-- -
lations no longer apply. The dissemination -contractor will réyiew all
products prodUced under NEEAP prior to copyr1ght authorization. If the
desemlnat1on contractot and WEEAP decide. to disseminate, - there will be
ndxcopyr1gﬁf‘authonjzat1on ;However, for those grantees wf Ose prdducts
are ‘not d1ssem1nated, tﬁe*BSOE\copyr1ght po11c1es must b /?o]]owed

\

Q
If you as. a WEEAP grantee (or contractor) wWish™ to~e¢ot ’t your materials
dUr1ng tbe1r deve?l ‘gpment, it is recommended that=the’ ‘FE‘Befma_ With

tﬁe substgnce of the foT1OW1ng Tegend in. a conspicu place
. - Q e ‘_v ; - ) s
.- L N Y el - B B ? .
.‘"." Q | '°: ' 7 - ’ ‘l - . . -
AT < - o ; 1
R L r. . RO . - _ LA - ) <
wim 0 ¢
- : . ‘_(g- " " . ’
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o e T ‘This.work is not published. It is being
e . distributed to.a Timited audience for the
.+ purpose of , Lo (comment,
1f?g£:,f . evaluation, etc.). It may not be- repro-

S . - _duced or further disseminated- without per-
C 3 T ;mission in writing from. - ' : e

Also, for the protection of vour original-vidgptapes, slides, audio-
(isgz tapes, or films, please send copies or dubs to USOE for screening or
-%'faéfrevxew purposes both during the‘developmental stages as well as the

i e . th dur : as’ o
*&% “final.review. The originals &re sent to USOE at-the completios ‘of.. . -

. product development. .,
‘One requirement of 'WEEAP grantees which will benefit thé disseminatiom = -
process. is the submission to their respective project officers of 200-
word abstracts for each product to be developed for dissemination. If
the project director is planning multi-media products or in cases of a
seriesy~each product' must{ be given a working title with a.brief de- =~
scription of the content. Project direéctors also will develop a dis= ¥
semination plan (i.e., information networks and linking agents). SV
o R o ‘ ' - ’ oLy T
For funthg:;informatiOn‘on packaging prddUctseihc]uding the abstract,’
format, potential: target. audience, and networks and linking agents; ‘you
Jmay find:assistance in the WEEAP Handbook-on Planning. for Reépiication by |
- Steiger.°: Addfitional ideas may Be found in Packaging Your Educational
"+ Program by Rosenau and McIntyre. Information will be sent to the
- project directors throughout the year. - -, ‘ '

-

3

s ", . - . N = - “a ' T - ,"_"‘ N c . .
" Alsp included in the disseminatjon process is the submission off products =
to the Educational Resources Information Center (ERIC) system., This is = =

n 7

# the responsibility «of the dissemination contractor. &% . &

) . ‘ . . L ) - . .o -:‘-.‘/‘-.1‘... ._‘. -
-7 » It must.be.peinted out that the final prodict and the final report are
not synonymous.. The grafitee has stated in the grant document which - - .
- Print and audioyisual materials (i.e., final products) are to be d9V91"ﬁ";ﬂ=‘

]Steiger, JoAnn M. Planning for Replication: An Introductory' Handboak- . .~
for Women's Educational Equity Act Program Project Directors. Pro- f. e
duced under contract order No. 300=770-326 Yor the WEEAP, U.S! Office’

-of Education, Department of Health, Education, and Welfare, January 1978."

. . 2Roseriau, Fred S. and McIntyre, Diane H. ° Packaging Your Educational.... % -
Program, Far‘West Laboratory for Research and Development, January 1977 ... -
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ﬂ-Program Staff.

";oped for poss1b1e d1ssem1nat1on through the NEEAP These mater1a]ﬁ are

- capable of standing alone for,d1ssem1nat1on purposes. The final report, .

" a documentation of the 1ife of the‘proaect,,1s ‘a requirement of the
_ -grantee,as the préject compTet s*its agreement. W1th the Federa] gov-

o ernment to. develop'1ts var1ous products. . s

) Severa] progect d1rectors have expresSed the1r read1ness to resent
their projects- to the Jo1nt D1ssem1nat1gp Reyiew Panel (JDRP s+ Before

submitting to the “JDRP, “the, project off1cer—must Have approved. the

) product and/or’ mater1als. The JDRP Gu1de11nes are puqushed w1th1n th1s
’ *‘ManuaT e , ‘h—-

: -
- "

_ Informat1on fol this Manual has com@hfrom the- U S. U?f1ce of Educat1on,
- - 0ffice of Publig ﬁffa1rsN(USOE/OPA); Grant ‘and Procuremerit Management

- Division- (GPMD), ‘the Office-of the Copyright Administrator, and the
---Educatmn,Dev.e]opment"Centerr Inc. (EDC), Newton, Massachusetts

ffFor the1r contr1but1ons to the Manua] development, spec1a1 acknowledg-- e

ment’ is due to-Don Jordan, . audiovisual coordinator for. USOE/OPA and
Richard F: Nickl}#n, radio- TV“coordﬁnator for USOE/QPA; the EPC team of
_the,WEEAP dissemination-contract; William A.- WOoten copyright adminis-
.trator “for USOE;- E1ten Balko, contracting oFf1cer, ch:ef Headquarters
“Branch (GPMD); Marguer1te-Duck and The]ma E Campbe]] USOE Women's
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Poa JUNGE i
LT DEFINITION OF DISSEMINATION o

.
— -4 N . . . ) < .
B - g

The. D1ssem1nat1on Ana]ysws Group (DAG), 0ff1ce of the Ass1stant Secretary
for Education, determined that activities engaged in by those claiming- ¢ .-
to'do dissemination can be classified into one of four categories accord-.’

ing to the intent or purpose of the activity. Since the categories are

h1erarch1ca11y related, the DAG adopted a definition which has four 1eve1s
Cand def1ned each Tével. 1n both word§ 9nd examp]es-

» -
’ . .
*

. Level: 1: Sgread . The one-way. castﬁn§ out of know]edge in all 1ts forms: ~

N : t
Level. 2:. Exchange‘— "The two-way or mu1t1-way flow’ of 1nformat1on, products,

1N ormat1on products, ideas and mayer1a1s, "as though sow1ng
seeds." ' ) .

Examples: ‘ ’

- Radio” and te]ev1s1on broadcasts, general ma111ngs {without
. follow-up or- feedback), néws releases, speeches, official
publicadtions (e.g., the Federal Register, Commerce Business
Da11z), Journal and magazine art1c1es, bocks, news1etters.

o ideas and-mater1als as to needs prob]ems, and. potent1a1 so]u—
i . t1ons‘i

-

» i - N .
g - ‘ . -
voe B - 'j

Examgles. ] ' ’
. ‘Need rousing, need- sens1ng, and. "feedforward" (user influence)
. . actiwities;Teedback. activities as. user surveys, user panels,
‘ and site visits; and sharing acL1v1t1es, such as conferences
. amongNRei:s. . SN : -
Leve1 3 ~ Choice: The fac111tat}on of rat1ona1 cons1derat1on and .
selection among those ideas, materialss outcomes of research
and development, effective educational practices and other
know]edge that can be used for the improvement of education.
L2t Exam les:
2 Incentives for LEAs to engage in search behavior before mak1ng
2w dec1s1ons training in decision-making; visits by decision-
making practitioners to a variety of demonstration sites;
.searches of resource bases, and comparisons “of the array of
. relevant programs, products, or knowledge so generated; cata—

-

logs comphr1ng a]ternat1ves, traveling eXh1b1ts. o §

- [\

Level 4: Implementation: The facilitation of adopt10n,_1nstailation . '>.'
' .and the ongoing-utilization of improvements. . -

3

- . . -

Examples: - .
‘ Consultat1ons on-user-s1te techn1ca1 ass1stance, locally tailored.
training programs in required new behaviors; laboratory sett:

N for the practice of new behav1ors.

-

«

Prepared by Far MWest Labofatory’for Educational Research and Development
~for the U. S. Office of Education's fall, 1976 Diffusion'Practicum. . . )
L0t Ty S L S AP S S

——



"¢ THE FINAL-PRODUCT -

. ah‘ - nl
v \ N S i

——---Camera-Ready"— Send-one clean; reproduc1b1e camera ready r1g1na1 for < '1

Copy all.print mater1a1s Clean, reproduc1b1e camera-ready
’ means L . . .

N o 0ne 0r1g1na] -- typed, s1ngTe spaced 8% x 11 papers;

% . i o - boards or mechan1ca1s
. b ; -

:,g ALSO send one dup11cate of the or1g1nal ‘

I1lustrations shou]d ‘be supplied as 11ne draw1ngs ‘If

half-tones are included, negatives of wholé pages or

. facing_pages must be supplied; they shou]d be sized and

! - : . screened. '« .

. ' Films: Send an A-wigd sound track, A and B roll, 1nterﬂ
- - * negative and two re ease prints. '

.,

o N - " : Videotapes' Send master tapes and two dubs

Stides and F11mstr:ps Send original slides sequenoed
e, L. -~ and numbered or color corrected
/<' . o, negatives. If there is sound,
| | send the magnetic sound traﬁk .
——Rudiotapes: “Send master tape edited and equ311zed
. “with .running - time and t1t1e and two copies
Py : .. of the tape. ,

~ I T : - - P < £
*+< Packaging -. Pack all products careful]y to 1nsure ‘their safe arfivai
- in ‘Washington in the best condition. Use stiff packing -
.- cartons. Surround your materials with packing filler
. such as newspaper to make sure the mater1als fit tightly
S S ~in the box. . For videotapes, films, and f11mstr1ps place
R « them ,in pTast1c video containers or film cans, then into
- the stiff carton. 'Slides should be p1aced in s11de cases :

‘.gt carousels and theg in boxes e .

. j-' .: "Please make sure all mater1a1 is cleﬁrly 1abe11ed and .
/A includes instructions so that the reviewers w11J Know What
' materials are to be used together (e.g., slides, tapes,

- . A&end manua]) This w111 fac111tate the review.

: REMINDER--THE FINA# REPORT required of each - pqaaect is"NOT THE FINAL

® - . PRODUCT.|- The above final product is 1ndependent and must
_stand alone in the d1ssem1nat1on process. T
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Basic manuscript reduirements must be adhered to and a manuscript prep-

aration format should be followed. For your convenience, this infor-

mation is. provided below. ‘For an attractive printed product a graphics .

designer may be helpful as a consultant where proaeq; staff does not

include this expertise.
™~ \

1. Off1c1a1 disclaimer for print materia?s The disclaimer below must -

appear; the inside front cover or bac - o~ Ehe title page is pre-
ferred. L .o - . - .

-
I

The "activity which 1s the,subJect of this report was produced
under a grant from the Y.S. Department of Health, Education,
 and Welfare, Office of Education, under the auspices of the
. Women's Educational Equ1ty<Act. However, the opinions ex- '
. pressed hereimdo not necessar11y ref]ect the position or
~ . policy of-the Office of Education, and no official endorsement
- by_the Office of Education should be 1nferred

2. hDiscr1m1nat1on Proh1b1ted“tstatement. The fo]]ow1ng statement.
must be included, usually on the inside front cover:

' - . DISCRIMINATION PROHIBITED -- No person in the United States
: 'shall, on the ground of race,.color, or national .or4gin,. oe

excluded from participation in, .be denied the benefits c~, or’.

be subjected, 0 discrimination under any program or activity
& receiving Federal financial ass1stance,-o be .2 treated on
the basis of sex under most educat1on programs or activities
- .rece1v1ng Federal ass1stance S
3. - Race and sex stereotypes. Copy‘must be free of race and sex 31ases
and.stereotypes and str1veftoward a realistic representatior of *
v mingr1t1es and women in a variety of emp]oyment and so§>a1 s1tu-

ations. ¢

P
»

e Federal pubications must have the necessary c]earanc wh1th must
-/ be submxtted to OE w1th the manuscr1pts . 7N

L

’

% . Z

3 - - S . -
.

* . Taken fr0m~1How té/Prebare and‘C1ear:yanuscr1pts for OFE Publi- - .
- cations, geeches, and Articles," issued by the 0ffice of Public
Affairs, Office of Education, U.S. Department of HeaTth Educat1on,

~ anhd Ue]fare, 1975. ' .

]
) ‘h‘s;:a-::!//',b
. 4 It S

!
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4. Copxr{ght Copyrighted photographs, artwork, or ex s from non- "

»

'
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» MANUSCRIPT PREPARATION

AN

- . (Formore detailed information see'GRO Style Manual and OF Directive 4-04.)

- o ] : p
el . .o - . )

1.7 Elements of the Manuscript

E]emehté qf the mqnusc;#ﬁf should appear in the fo1Towihg\drder:

' . (a)  Front cober'(hCovériI"I? Usually contains only the title and
\\;_‘ a - :(at_foot of page) "U.S. DEPARTMENT OF HEALTH, EDUCATION, AND-
- ) WELFARE/Office of ‘Education." : >B‘ : '

(b) Inside front.cover ("Cover II"). Contains the "Discrimination’
" . Prohibited™ statement. T S

I 1

. _ (c) Title page. _60ptains title, authar's name and aff?ﬁiaﬁicn,;-
- and HEW/OE ideptification. The HENJOE identification ¥s as.
follows, -at.foot of page: — R Ce D

u.s. DEPARTMENT_QF HEALTH, EDUCATION,'AND WELFARE
Joseph A. Ca]jfano,'dr., Secretary .

. e S - . .
‘Mary F. Berry, Assistant Secretary -for” Education.
- Office of Education - . . -
. o T TN - T )
: Ernest L. ‘Boyer, Commissioner S ) .

L, - C . , : o
7~ (d) Inside front cover or back of the title ipage contains the
- " Dfficial Disclaimer.- . _ “. N

&

A {e) "Foreword (new odd-numbered page). An introductory note may be
- Written as an endorsement by someane (give name, title, date)
5 "~ other than the author. First page of toreword. is. usually |
4 ' numbered 7. - (Title page: is .i, and back of title page is ii,
But numerals are not shown. Use small Roman numerais through
preface and contents.) '

- ;Fﬁ%.u:

N : [ -
U

(f) Preface (new odd-numbered page).” By author, nct signed.
S . ‘. - b - . ™
- (g) _Contents (new odd-numbered page). Immediately followed by .
: _c1ist of jllustrations and tables, as parfs of contents. -Head-
7 ing should read "Contents," not‘iTab]e of Contents, " Show
: ~divisions of the_pub1ication{-headings'of parts, chapters,
1 sections. They should read exachy the same as they appeartqb
2 the body of the manuscript. . -
r . *

LN

=
. /J‘ :-: - - .
’ - ~ 1 . ’ N
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(n) Text (new odd numbered page) Th1s is page 1- (beg1nnnng o L :.*;.'
Arab1c numera]s) “Introduction, if any, is chapter 1 of%the e i

3

‘text. .- - | TR TN
. . . i ' <. o ___.. ,.;‘.-";::’:' TS
_ _(1) B]bIﬁography/(new odd- numbered page). - | :j~-;~l;9j”*‘ '
(i) Append1x (new odd numbered page) R '.‘.[f;;'_l S #;'1
-f_:(k) Index (new odd-numbered page). = - U el .
(1) “{ns#de ‘back cover ("Cover III") LNO'spepjfiéafionSlﬁ.ﬁaﬁ'sé: L
bJank.-___.--,.,_ - S T P

[N

(m) Back cover {“Cover Ivt).  Name of Department and Off1ce of (,1 T
- Educat1on 1f not on Cover I. . | o o

a—"

"Not all of the above e]ements need appear in every manuscr1pt/ For.

_-example booklets of 32 or fewer pages may have a self-cover and'?my’ e
omit foreword, preface, contents, etc. Or seIf-cdyer and Cover II
can comb1ne some of these elements. = __- " , < -

- In»camera-ready copy, keep number\of blank'pgges.to.a"minimum;

@

" Elements of Style ’ - I L

(a) Cap1ta]1zat1on When used in connect1on w1th the Un1ted
- " States, capitalize State, Nation, President, Federal (non-
" * . Federal), the Government, the Capitol (bu11d1n9), the Capital
: (Wash1ngton, D.C.), Do not cap1ta11ze statew1de, nat1onw1de,

... national, federa]]y, governmentalf

<

. Cap1ta11ze Congress Member of Congress, Senator. Do not
. .cap1ta11ze congress1ona1 AN - ' ‘

\_.

'Cap1ta112e "act" and "title" in the of ficial designation of a
~ - piece of 1eg1slat1on, e.g., "Higher Education Act. of 1965,
.-~ Title TII.". Do not capitalize "act" or: "t1tIe" in runn1ng
' text, e. g., ...t1t1e IIT of the act..." -

L&

EY

‘ Lower case’ the names of parts of a pub11cat1on when ment1oned o
in the text; e. g -5 chapter 10, append1x A. . ‘

'A ruIe of: thumb When 1n doubt do not cap1ta]1ze.

i
1

ranet
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-~ -{b) Spelling. Note.these '‘words which are often misspelied or -~ .
- - - whose plural or possessive ferm ofiten does not conform with

_ Manual style: - - e . AN *

-- accommodate, .acknowledgment, judgment, appendixes - :
(not appendices), catalog, charicellor,. councilor, counselor,
" 'curriculums (not curricula), formilas (not formulae); indexes
. (use Yindices™ only in stientific works), percent (one word),

syllabuses, -toward (not towards). Co
T e 4 ) - : ] . . - L
<- prince's, princes'; ESsex's, Essexes';. hostess', hostesses®;
_ Jones'. {not Jones's); Joneses'; the 1920's (not: the 1920s or
'207s). o T -
o ! - R . . .
" In .forming participles, do not double the final consonant in.a
Co word of two or more syllables if the accent is not oh the iast
syllable; e.g.7 traveling (not travelling); programed (not
: programmgd); but.contrqlled (not controted). .
- In verbs.ending in "e" Preceded by a consonant, drop the-"e"
before adding ™ing"; e.g., rating (not rateing);, filing (not
fileimg). - =~ _ . .- ,

- {c) Compound-words. In generai, do not hyphenate unless: the

T " meaning is not clear otherwise. For example, do not hyphenate
postsecondary, precollege, cooperation, ultraviglet, seémi-

" ~final, preeminent, nonessential (but non-European); but do

~ hyphenate semi-independent, anti-inflation, .ultra-atomic, re-

- form (if you-mean "to form again" rather than "to improve").
Also, do not hyphenate adverbs ending “in "-1y" which modify an
adjective; e.g., do not hyphenate -*federally insured." :

N\

‘¥

% -+ “"Hyphenate compoind wards beginning with "ex," "self," and
' © "quasi"; e.g., ex-governor, self-control, quasi-academic.
_Hyphenate the elements of®a fraction, e.g., one-half, two--
.7 thirds. . . - 2 I -

. (d)" Punctuation. Do not ise_comma Between month and year (Septem-
;- ber: 1971) but do use one between'day of month and year (Sep- -~
- 7 - tember 9, 13971).° Do not use comma before zip code (Washing-

-, “ton, D.C. 20202). ., -3 | s )

- . <.

Do use comma after.each member within a series of three or _
. more words when the last word is .preceded by "and," "or," or -
© - ‘"nor"; e.g., red,.white, and blue (but Tittle old red school-
' house). S ‘ -
. ) __‘- B - ._ - a E

3



(Ce)

F)

In addresses, use Nw., sw., NEﬂ, SE., 1nd1cat1ng sectional .
“division of c1t1es, but a?ways spe]] out. North South, East,

and West.

Do not abbrev1ate "Street" or “Avenue" when part of a ‘name,
e.g..» 14th Street Br1dge N1nth Avenue Bldg. '

Do not abbreV1ate the t1t1es "Senator" and. “Representat1ve.

L

._1

.

- -/. . .=,' ,ﬁt, .
! 5 ‘{! > 5 . - \k_‘ T ) : Y . fr
Quctat#on marks, fo110w a comma  or per1od but,precede a colon - »
or sem1co]nn e. gr, ".. educat1on, -- "...e ation o T
: | e B L. P
Numerals. Spe11 out. numbers under 10 except when thsequence ,f )
(e, d., 5, 7, and 11) and for times measurement, ahd, money . a
. fe.g.,-5-years, 8 miles, 10 cents, 9 percent, March 6. mu?t1-
plied by 3, 20th century) . , : e
& -~ .
Spe‘T out numbers that beg1n a sentence.
i _ .o
A'so note: $3 million (not $3, 000 000), but $20 m11110n S
appropr1atmen, 10 percent (not 10%% '
Abbreviatioris: "Abbreviate "Un1ted States" when it precedes o AN
the word "Government“ or the name of-a Government organ1za- - L
t1an, e. g., U»S* Department of Health, Educat1on, and Welfare. PR
A]so abbrev1ate "United States" when it is used as an adgec- H;4<;
tive but not as a noun; e.g., U.S. fore1gn po]1cy‘(but for- - - .
e1gn p011cy of the United States) , . .
The GPO Style Manua1 spec1f1es the f0110w1ng State abbrev1- )
ations: - . '
. / . . p ' . . .
- Ala. Ga. Miss. N.¥. - .Va. . 7 . -
- Ariz. LI1T. " Mo. . Okla. = . V.I. .. —~
" Ark. - Ind. Mont. Oreg. “Vt. < |
Calif. Kans. . N.C. - 'Pa. Wash. «
. Colo. Ky. .+ N.-Dak.  P.R. - Wis. - | -
"Conn. . La. : Nebr. -~ R.Lo « ~W. Va. SR :
- C.Z. Mass. Nev. S.C.N Wyo. s nr g
. D.C. Md. . " N.H. ;o S. Dag . . ‘
- . Del. Mich. "N.d.. . Tenn. - o, - L]
Fla. \ M1nn - N. Mex Tex. U A
. v\ - Y ) ‘. ¢
Do not abbrev1ate A]aska, Hawa11, Idaho, Iowa, \Manne, Oh1o,- f/j;
Utzh. 5 N G
Do not abbrev1ate Trust Terr1t0ry of the Pac1f c Islands » .

&

. N -
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To oy R L % T f/évj',ffq'g' o T
ST Hg) In1t1a15£_‘when'the name of an organization.or agency is first -
-~ A ased in-the text, please,spell out; e.g., “the Bureau of Labor
.F;\M:S%atistics'(BLS)." fThergafte?jﬁse initials throughout the, text.
R~ P C . ' ;. e Teu

B N Lol s _ '//- L O B S ;
' ' ' ‘ ‘ / 'v . - T S < - 7

>

V3; <;R; ghentﬁ*for‘fyping'and Assembly '-j.'i' o ,

- - ' y - . e
T et

-

-
-

S -. - Y . -4 - ‘ i
: merasready- copy is typed single-space. - +* . = /)
oo 7¢{E. Hexdings Tonsist of main headings (evg.. "Chaptér 5*) and,
s - subheadings (1st subheading, 2nd subhfading, 3rd. subheadings - o
o, ¢ etcl).. -Each type of heading shpuld ‘be umiformly styled (e.g., . .
™ <11 caps, underlined) and_uniformly positioned (e.g., cen- -~ .

‘-

7 tered, indented, or flush left o margin) throughout/the - g

" mahuscript. -~ o PCEE o 2
. R . L 8- - ','- - s _
. .Here is one example: - ._S i - - oo

. .70 _CHAPTERS . /- - (main heading)"

PROGRESS IN EDUCATION ST Lo | (st subheading)
. ~ ’ L - "-‘,J ) 7 o - . E | ) o B ’g '
Postsecondary Student Aid D -« {(2nd subheading) - .

' i} ’_ . Student Loans. This year's appropriation. .. (3rd subheading--
- : _ ST BT ' . copy follows on-

-

\\ ’ _ same- line) ~
"\ Omit ‘rather than use only one 1st subheading in a chapter. =

\Undér a 1st subheading omit rather than use orily ¢one 2nd.
\Ubheading. ‘Under. a 2nd subheaging omit,rather-thgprse

only one 3rd subheading. . -

ot

Use subheadings in proper sequencé; e.g., the next subheading .
.under a 1st subheading should be styled and positioned as'a . . .
_2nd\subheading, not as a 3rq.j! : . o : T

535?2‘_' ' A11~$ain-headings must appear in the Contents. You may; if -
soi 0 you wish, also show subheadings. ' o R
A {c) ~Footnotes are numbered beginning with "1" in each part, chap-
' _ ter, or“other.major'divisibnipf_a manuscript.. Each appears at
the foot‘of the page on which/ the reference appears.  Breaking -
o -2 footnote from one.page to the next should be avoided. ‘As an
-5 7 «.-3lternative to placing footnotes at the foot of pages, .they -
Co may be listed in a separate section headed "Notes" at the end

e

- A\ ’ . . R §

]6 . ' ,-"A . - .\ : -, "? . . 16 ,-' )  1 ’.. _. | . -7

M e : - ) . s . ‘- '
,"",‘,..vg '. - . - . . . - '(

_/'j},-»“ -:‘-.>.".a - N
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-

‘of each part or chapter, and numbered ;onsecut1ve1y to corres-
pond wnth numbefs of ‘the text r*e‘l’er'ernces.,;'h . ,

:;Tabu1ar mater1a1 and\leustrat1ons.* Each tab]e, fqgure, chart

> (arid the 1ike) must be numbered consecutively; e.g.,. Table -
A, --(head1ng), Figure 1.--heading); Chart’ 1.—-head1ng) TabTe o

,2 -= Chart 2.--; F1gure 2.3 and so forth. -3

A

\'-

e
_-Footnotes to<a table, f1gure, or chart’ go d1rect1y beneath it

K (beg1nn1ng with "1" in each instance)}, followed by -an- explana-
/!

tory sentence or paragraph (if any) wh1ch°reﬁers to” the-table,

figure, or chart as a whole,tand Dy the source. (if any). If a'-"
table runs fnore than one page, “footnotes, .explangtory sentence- .- '

or paragraphy and source must appear on eachipage, or:on the

2

- last page ,only. yf the preceding pages carry. some such notat*lon“T

- -as‘“See footnotes and additiqgnal 1nformat1on at end of table.'

~o

'Footnotes for abTes, f1gures, and charts are numbered 1nde- N

pendent}y from those in the text. -~ . 2
F a L4 o ’ ‘
.’/"‘4 ) ) -
-‘f'—- - < L)
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- AUDIOVISUAL ERODUCTION aGU.IDELINES FO‘R GRANTEES T

A -2

" must be our common=purpose to make them as effect1ve as-we can.

L D

~ - ’ L' -

= L F / ~ e gt T T Y
.._', /\’x.o[ - \‘. - - u-‘.
. So .~ .‘you have Been awarded a gxant wh1ch 1n-hm01e or in part will . _
fund audi®visual materials. These materiats- (products) may bérvsed to .
inform, to educate, to motxvate; to . train, or to prompt to act1on v

? .

w

e . 8
Consnder your OE grants off1cer, proaect off1eer, and aLd1 v1su£7 co- : 'is
rdinator -as parts of a" team on which you may call for ssistance -at any - )
t1me--a team. in.which you remain the major producing e1 ment. Your best
. effort--a first-class product--is what OFE wants and-what the team must . |

%

the\performance of the work ahead. . © -

o raim for. The following is information which shouId be useful to you in-

Y

By

. (‘, . GENERAL POINTERS CONCERNING YOUR AUDIOVISUAL DEVELOPMENT - fN O

'CONTENT TECHNIQUE AND COMPOSITION are your responswb111t1es The

grant award indicates OE's confidence you will provide a»qua11ty pro-

'.-duct Given .this, we do not ant1c1pate more than m1n1ma1 changes aris-

ing. Frofi the OF review processes.’ - - . _——

”_QJALENT RELEASES must be obtained 1n writing from any. 1nd1v1dua1 whose—

countenance and/or voace is’ to be incorporated in your product. These_.

. signed releases must be in the hands of the project director prior to

" .the use of such talent. A copy of all ‘talent releases should be.sent ;to

- the OE  project officer for the program file. '(The sample talent release

- attached may be adapted by you far the purposer )} Music rights worldwide -

'i presentat1on, but keep them shont' ' > .

must be obtained when_using. copyrighted music, .and credit 'must- be g1ven‘,
for original music_ together with rights.for use by the composer or by an-
authorized representative. You-may-use credit. 11nes .at“the end of the

6 .
s S
- o ' ExampIes of. Ta1ent Releasés B T

1) R ‘;'V",\

- : .

”'Materia1stsedd- S " Release Neededf

.Addioiape’interﬁgew-_, _i oo S ReIease”fromﬁgféfesSor
* with a professor o ' - :

R & T

-

Photos you have taken of - ° g ' Re1ease of whoever app ars . in .
"~ -a Navajo Reservation B <7 " 'thé photo; permission. fyrom the. .,

: T o e e " Navajo Reservation, if there: . ..

L ‘are restrictions on p1cture-i‘ /C} .

) S . e ;, : takxng _ . DT e AR
SHONING PRIVATE ANﬁﬂ/OMMERCIAL FACILITIES . You should also obtain
written- approva] when.you plan to show jdentifiable facilities-1like
coIIeges, un1vers1t1es, and certa1n commerc1a1 bu1ldﬁngs and other"
prnvate]y owned 1nst1tut1ons :

& = . . ) . ’ ’
. L .- .o -

o

A
i
L
<
: H |
-
1]
- 4‘l\‘-‘-/.
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S T N S e e

-, TECHNIEAL PRUDUCTION. PROBLEMS shou]dbe ¥eferred immedjately £o the USOE & .,

£ .~ grants officer. - Any delay in _sqch matters can be costdy and could con- e
ceivably put your project in geopardy. Your Office of “Educatior team e

. wants to -assist you in any way it can, but it cannet help with your .. I

e

: ;?rbbﬂégidyg%gfﬁfyOU'keep it we1];informed.& L
. FF - - . . . PR - .
- ~-MODEL DISCLA%%%RS have begen attached for your use.- The disclaimer
- referring to: Jopinions" 1is adequate and appropriate for coverage of a
presentation which includes, but does not gorbeyond; panels or group
discussions. .For coverage,iné]uding,other.expreSsions of opinion as
well, "the ‘generail disclaimer, referring to "content". should-be used.

. If your presentation shows, discusses, or demonstrates either patented
‘commercial ‘equdpment or copyrjghted_p¥jnted material which your audjénce
can identify, you must use the- "commercial. products"” disclaimer. That
-wilt keep you and us out of trouble! -z ~ - . : o

% % SLIDE AND‘FILMSTRIP PRESENTATION running beyond 15 minutés usually rurs

é out of audience. 'If the material seems to call for more extended pre-
‘sentation, that is, the production of two-or more segments, allowing for
@ discussion break between elements is preférred on a basis.of effec-
. 7, tiveness. " . — L . .

REMIEW‘THROUGH_STAGES'OF_PRODUCT-DEVELOPMENT-are the keys to your suc-
cess. Your-work and your responsibilities are_maéﬁed off.in:stages.* .,
Technical and centent review at each stage in your'effort is .the re-= =
~ spons4bility of your.OE team. The central purbose of reviews is to .
assure you as the grantee and QOE as your sponscr that your product will -
be what it .is ‘intended to be. Below, you will. find representative OF ", & .~

-review stages of .three different kinds of audiovisual products. _ ~
: .- “ o . P P R
Motion Pictures .« . Videotapes - - o B
. - [ _ - R .o - ' L £
- story outline or treatment  story outline or treatment . N
- draft seript - - - = -~ “draft script el :
-final script (if necessary) .final script (7f necessary) - .
interiock screening -« = edited rendering on 3/4" tape cassette -
answer print screening-ﬁ§¥ final edited rendering on 3/4f1§ape cassette
- Bound Slides or Sound Filmstrips - ° NOTES-- = .. % \fs‘ .{:/ -
. 7 } =~ R \.- R E - = - _‘_." 7 .
'story outline or treatment S -~ Whatever statistica? fﬁ?brmation
draft script or storyboard = . ' bears on .content must be forwarded,,
final script (if necessary) . (together with sources) for  early -
" sequenced slides (Tlive shot). . review. ', o :
all artwork . . ' _ - ‘ . -
_ taped narrative with sound effects  Where story outlines, treatments,
synchronized presentation with . or.scrijpts recommended, you should
sound and slides =~ . ** " send at Jeast five chiés‘tQ“ekpe-,_
- . o - - dite the review process. ' .

Py




.'7  - - . ' ) -‘j~.v"‘ _' A . . ' ’ . -
- ’. ‘/‘ . °. . ; . . .. ‘ ~) l‘ -\ - %

X 'ed for purposes’ oF in-house eva]bat1on4and éritique do o
nq; reQuTre rew by\the OE team.. However, if .the productwjs to."be
ut111zed outS1de he proﬁUc1ng organ1zat1on, rev1ew becqmes a must

W i !3 .

Revnew of" a]] fﬂﬂ&] rodncts other than those for 1n houseause, and
approva] for d1ssem1na¢10na1s the responslgl11ty 0of the OE staff.

As the deve]oper, you shoqu a pt to alert OE approx1mate1y one
calendar week in advance -af you submission of. elements to-the grants
~ officer for/review.- A}19w1ng this time for OE_ to schedule the review; »
and gear up for it, will ‘'save you time. Any minor changes found nec-" °*
.essary at the various rev%pw stages\w111 be discussed w1th§you by tele-
%  phone and fol1owed up by tter.s Certa n maJor changes m1ght require a-
L meet1ng o .

J 'f_/

APPROVAL SIGNOFF. opens ‘your way to the next stage of prdduct develops/

ment. It assures you that all of~ your reviewer's have been satisfied,

with respect to ang reseryations they might have had, and are committed -k

to your effort. ' You will. find an approva] form attached for. adaptat1on .

to your requ1rements L~ . e Lo - - :
’N‘SERIES of aud10v1sua1 products 1is reV1ewed as a S1ngle production.
Review of ‘a.pilot se ment, “however, is a must before proceeding to the”
-other segments of the -series, whether cf films, videotapes, or other
materials. The p1lot,mdst constitute an acceptable model around which .

\ 1t is understood that the other segments will be:developed. However, OE

.\ reserves. the right to review aTl of the segments by stages, if such a
procedure seems preferab]e in-particular instances. .

YOUR ORIGINAL VIDEOTAPES, SLIDES AUDIOTAPES, OR FILMS are too 1mportant

~ to risk Sending them to OE for screening or review purposes of develop-

_mental stages. . Please send copies or dub$ to OE, reta1n1ng -your ‘origi-
nal materials "at home" 1in safety from any scratchwng or other damage
that m1ght occUr in trans1t or, the process of rev1ew -7

SR : -

DELIVERABLES 1ndjude a11 mater1a]s deve]oped durlng your proaect, and >
must be- proper1j“packaged identified, and -sent to your proaect’off1cer.
"Where motion picture, videotape, s11de, or filmstrip production is
involved, all original- artwork, including charts, apnimation, or-other
~drawings, are included in this category. “In-the case 0 motion pictures
in particular, thedeliverables include the script, *&%&'the audio and
video material .originally edited out, all the out- taﬁes the answer
prints, copies of talent and c1earance releases, and music r1ghts world-
wide. (Note--A11 motion picture out-takes should be subm1tted .on 400"
.‘'reels in head- to~ta11 sequence, 1dent1f1ed by scéne.) - -° .

-

-

~

Any—quest1ons perta1n1ng to de11verab1es should- be- gddressed to Don
Jordan, Audiovisual Coordindtor,.Office of Educatior, Room 5707, Re-

.gional Office Building #3,.7th and D Streeﬂ?, SW., Washington, D’C .
20202 (202) 245 0z74. =~ . . - . . oy




rd

PRI . TALENT. RELEASE’ L

'.'5 '.' o ’(Tq'be;adag;ed“fqriyour.requ%feggnts)
-, NAME: e e e .
ADDRESS: " R e e _—

I understand that the audiovisuéT product in which I am partici-
pating is_being produced by grantee ‘organization for, the U.S. Office of
Education+in Washington, D.C.. I hereby acknowledge that my partici-». -

~pation may be edited and used in whole or in part as desired, which

insofar as I am concerned may be produced, duplicated, distributed and -

.-used for educational and public information television broadcasting on

. noncommercial educationdl broadcasting’ stations, on commercial broad- ,

. casting stations without commercial sponsorship, on noncommercial closed
circuit television, on cable television educatiom channels, and for
nontheatrical audiovisual exhibition in schools, colleges, public in- -
stitutions and other locations where admission charge is not.specifi-~
cally made, "and For general education and public information purposes

- . world-wide without restriction. I also acknowledge that segments of the

audiovisual product in which I am participating may bejgsed in public
service announcements for the U.S. Office of Education for the tele~
vision broadcast as indicated above, and that segments of the audio- =
-visual product in which I am participating may be wused” for informational

film clips. 1 also consent to the use of my 1ikeness and voice for
information purposes in connection with the f{ilm. : -

&
- o~ '
- - S . o ° \ﬂ‘ s
P . ST T {Signature)
. L S - - - ‘ B j g . - .
‘1 am the parent/guardian of .the above-named minor, and hereby approve
and agree to the above personal. release on his/her part: . = T

. .
hY

-
A

-  ;._ S  ‘ ' T »~Name (pfint)" ] T e '

.%' . . . . ! ST

—te (.Signatuf;é)

o . . . e — .
-~ - " L
- - N I . - . 4

{Address)
| (Date) i
. o = \'R\

24 . -



i3 : _ . - A

'~ 7. AUDIOVISUAL DISCLAIMERS = - . .

‘é ’ h e . LN X j 2 . . o C . /,"l P

Use disclaimer.-as checked'beﬂow: T, e _ T * /f o

" COVERALL FOR TOTAL SHON - S 'f R AR fﬁ ffg

R | A AN
Produced by (grantee) under -a grant from the u.s. Department of . ~
Héa]th Education,,and Welfare, Office of. Educat1on, under” the ' =
aEsp1ces of the Women's Educational Equity Act.. The conEant of

.. this program is.the responsibility of the grantee and no- “official .
endorsement by the Office of Educat1on or the Department shou]d be
inferred. . N . : -

t- SPANELS OR GROUP DISCUSSION IR 3 B ./
Produced by (grantee) under a grant frem the U S. Departmént of
- Health," Education, and weTfare, fi€e .of Education, ynder the
» auspices of the Women's Educatgonal Equity Act. 0p1n1ons expressed
.2, herein do not necessarily refleéct the pos1t1on or policy ofkthe

* Office of Education or the Department and Tcigl“eggpréement
shou]d be 1nferred.'. o /

‘COMMERCIAL PRODUCT L o

!

Commercial Srbdv/ts d1scussed or shown in this presentat1on are for
demonstration purposes only and should ,not be construed as endorse-._

~ment by the Department of. Hea]th Educat1on, and Welfare, u.Ss.
0ff1ce of Education. o ‘ . ¢ ‘/

.7 - . /

" USE THE PRORER DISCLAIMER(S)'AT THE END OF EACH PRESENTATION..

AT ' 25
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7

Title

( AUDIOVISUAL PROBUCTION APPROVAL

[~

>

1..

£

3.

4.

% REMARKS:

-\

. Approved for scripting:__

_ Notification of approvaj.to
Script received from’

.- . Approved for ‘shooting:

Notification of approval to
-Interlock scréening:
(Film only)

Approved for answer printjng:

Notification of approval to

Answer print screen1ng
* (Film only) .

‘Notification of approval to

.. . > X . K L
Treatment {or step ougline) received: from

Approved for release printing:

| < ~ . 7 Medium -
; - > -t o
~ - Grantee j Date
S cusosy '
- Prqject OffiC@f_ Date;,‘
: ) ‘ (OTHER) -
‘ - } - Date -
__-. ) . P : (OPAJ .
- - . ‘Date
) _ "~ Grantee Date _
'/J . Grantee, Date
Project foiﬁer - Date -
] ] (OTHER) -
' « S Date
(OPA) '
. Date
_Gcantee Date
Déte .
| (USOE)
Project Officer o Date
| (OTHER)
Date
{OPA) -
Date-
Grantee ‘Date
Date i
F (USOE)
B Preject Officer ' o Date
¢ : .
(OTHER)
i ‘Date .
(OPA) ‘
Date
Grantee Date

’

In the -event that approval, at any stage, is not recommended, the
reasons fqr non- approva1 and suggesttons for mod1f1cat1on shou]d be

stated.

: T



- | ~ AUDIOVISUAL PRODUCTION DEFINITIONS -
g i
ANSWER PRINT -~ The pr1nt of a film for f1na] approva] before mov1ng
" dinto ]aboratory work te prepare re]ease~pr1nts The showing of an
" answer print gives viewer the same screen vers1ons as would be shown 1f &
a release print were used -
iﬂDUBS - Dup11cates of tape record1ngs ,5‘ ' ) 7

ESTABLISHING SHOT -- Give viewer opportunity to- see the overa]] area
_prior to close- -up or extreme close- -up act1on shots

INTERLOCKING .SCREENING --. A step if deve]opment of a mot1on p1cture
film, where the edited picture and sound tracks are on two separate
reels, but synchronnzed Special equipment_ is needed for interlock -
-showings. This is the Tast opportun1ty--pr1or to the final mixing--for
editing, adding titles and special effects "Editorial changes beyond
the 1nter10ck are expens1ve. S : -
HEAD -TO-TAIL SEQUENCE -- Motion p1cture jargon: the.beginning of a film
,sequence and the end1ng of a film seguence. - R

MEDIUM -- Reference to one of any of the aud1ov1sua1 products - (1 e.,
film, videotape, filmstrips, etc. ) ; . |

OPA -- Office of Public Affa1rs : N ’ . L

. OUTLTAKES --— In film shoot1ng, d1fferent ang]es are used with cameras to_

‘achieve the best effects; several retakes. are usually made of each

- sequence. The editor selects the best shots for the film sequence. Al1l
-scenes not used are termed out-takes and are edge-numbered, identified

f{ and usually placed on-400-foot ree]s for poss1b1e 1aterfuse . May also

-~ be called stock footage. , . _ - -

-

- v -

PANNING -- Horizontal movement'of caﬁeta

. RAW STOCK -- Any film, tape or other mater1a1 purchased comﬁerc1a11y for_
var1ous stages of aud1ov1sua1 product10n ' "o

iy

_rSUPERIMPOSED -- Techn1que of p]aC1ng words or phrases over-a picture
(1. e 5 the name and t1t1e of 7 person or a p]ace) May be referred to
as "supers. .

ég?;ILTING 5f,Vertica] movement<oflcamera. I - e
) ZOOM:--_Rapfquvemeht from wide and]e_to_e1ose-ups or vice‘ve;sa. :
_ . , . \ )
~ 3 i'27




- . - . =,
TIPS ON AUDIOVISUAL TECHNIQUES .- | S
! /PROS S T CONS
| / I | =
Audio tracks -- steady sound . Don t permit garb1ed sound,
good placement of micro- - . = - . echoes, vo]ume var1at1ons
- phones. L - - )
o L1ght1ng techn1ques--- ba]anced c Ddn't have insuff1c1ent ]1ght,
front, back and side-lighting = . poor rendition of detail,
to provide maximum reduction ~ : overshadowing. .
"~ of.shadows. _ _ . X
Camera work -- profess1ona1 ' o Don't over-pan'or use poor-
- camera techn1ques o zooms, poor ang?es, camera.
) - . . t'l-lts . . o=
- - - ~N LU
Background -- subdued. -~ . Don't c]utter or use distract-
“ . 5 [T . 1ing objects,’ c]ash1ng color
ﬁ_r .. : // - L , schemes. L .
Professional- 1nterv1ew tech- R Don't let interviewer-tafe
: niques. T over the show; make inter-
- o viewee the prime subJect
Actidn Shots -="use establish- R ~ Don't create over- act1on :
- i1ng- shots. with details of . .. situations or cause con-
action to follow. - . : fusion by details which may.
- ‘ ' not be adequately explained: %
£ ' . in the narrative. L
Humor has its place if it " pon't detract from ‘the subJect;
.relates clear]y to the - : at hand. :
subject. o : : ‘
Dress. of subJects —— compat1b1e ' .; Don' t 1et co]ors blend so. that )
w1th background co]or ‘ . 3 on]y heads and hands are seen L
Superimposed - shoot1ng -- c]ear'g : Don t have. 1etters/words S0 o
> with adequate contrast be- . small that they can't be read.~”
tween background and letter-- a ] ) , Y
ing; keep wording brief; use . | ' : Ty

block and other adequate ' ' _ : L.
print style. . oo : S

= . h »

K - - e ‘ - -‘\
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» / . :D 2 .
';' AUDLOVISUAL PRODUCTION COST REMINDERS
h":f
1. ‘Cost‘increéses, perhaps,73§o 8.perc;nti__;’
-;;22.:Prbductibnj¢osts - - shooﬁing,vsouyding,‘editingx_eﬁs.‘
’éls-ansuliant fees for[audjovisualOexpertise.'
.4; Costs’ for raw stock and editihg; ” o
5. Revisionféosts following the OE review.. "
6. ,Trave] costs for at ‘least one person to wash1ngton, D. C. y
to bring -dudiovisual mater1a1s for review. prior to
- final product1on (1 €., .interlock screen1ng)
7.'_De1iyeréb1es - -"SeeQAttéchment D Of the Apbehdix.
. 8. Other costs L research draft scr1pt, personne]
. supp11es, equ1pment2 etc. _
A
;- o .

29
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R ';.MmmmmMmem
TR .- |'Date Product | Date OF | Date Final| - Final Package Components
‘ \ C oo | Sent to OF-- | Returned | Package | Talent
| \ First Review | Product | Sent to Ok Produ;t(s) Releases Dther
o wmweews L
Lo astory autline or treatment N R A o

it sript
. ;1ﬁmlwmm(ﬁnm%ww)'

. interlock screening

| ‘answer_p_Jnt screening

SUUND/SLIDES 0 FILMSTRIPS e
‘story outline or freatmgnt :
~ 1 ‘draft script or story board . .

5 ﬁm]mmm(ﬁnamww) Py

1 sequenced sTides (11ve shot) 1
Allatwrk SEITETE RS N

- ‘Mmdmﬂ%ﬂémmSWMeﬁ&u‘ f  R P B
.| synchronized presentation with < | T - g
1 sound and sides

_VIEOTAE SRR R R R
.1 story outline or teitent R S B
draft scr1pf R R R

Fina] stript (if necessary) S R R o

';“':emmdNMngNMtwemgam

- final edited rendering on 3/4" tape- | | ,. B
_cassette - , - o N o :39
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.i.Copyr1ght requ1rements are critical from the proaect d1rector S po1nt\‘

of view as well as that of the U. S. Office of Education. Copyright
clearance and copyright author1zat10n are two cr1t1ca1 e]ements

P

7f1.‘ Copyr1ght C]earances

~ The project d1rector must make certain that written perm1ss1on
. is obtained for use of :all written and/or audiovisual material -

- copyrighted by others. This applies to any quoted materials
from books, reports;*etc. It also applies to photographs,
.artwork, excerpts from non-Federal publications, film stock

: footage, lyrics and/or music whether performed or quoted.’
Permission must be issued by the person or organization
holding copyr1ght and should give specific written permission

. for use in the nev work -and for publication and distribution 5

of the new work to the public. This permission must be clearly -
-secured in writing and copies of permission must be submitted
by the- proaect d1rector to WEEAP/Wash1ngton with the f1na]

-

_ product(s) - £ o . ol | ;A"

S

2. Copyright Author1zat1on : - o

'The U. S Oft1ce of Educatlon _may grant. perm15510n to d1str1bute
products -under copyr1ght ~.The wEEﬁp -dissemination contractor. .

so"“that WEEAP. no longer provides-cepyright .authorization and
the U.S." Office of Education(USOE) Copyright Regulations. no Tonger .

',_\;_~"app1y. ‘The dissemination”contractor will review all prodiicts.

-

-~ under WEEAP prior-to-cepyright author1zat1on If the d1ssem1nation

'~f”“LcoﬁtFactor and WEEAP decide to disseminate, there will be no copy-

'~ right ‘authorization. Howevér, for those grantees whose products

-

-

COPYRIGHT -~ SOME_IMPORTANT ROINTS _ TR

- has been -authorized to conduct all- -project d1ssem1natTonhact1y1t1e§ o

.are not,d1sse§1nated the USOE copyright policies- nustlbe fo11owed__

The following/information is provided for the WEEAP grantees and
: contracters~whose products are not distributed by the WEEAP-
- dissemination contractor and who are 1nterested in obta1n1ng copy-
,r1ght authorization. L : . _
~a. Al products of grants and. contracts are the - LA
- - . property of the U.S.. Government‘and\ate subJect
“~to USOE Copyr1ght hu1deT}nes S s Tl



. . -
o | S -[:‘@ ,/ \ R t “iF |
. ~ b. Al requests to’ d1§t§]9ute products _under_ cqpyummi' “,mw“lmemwmm_,n_
T r1ght must ‘be - referred t0"j _ SRS T
}' R ' Mr. William A. Wooten . -
. Copyright Administrator :
;- Privacy and Information Rights Staff .
L ' Office of Education - ., . -
¢ . 400 Maryland Avenue, SW. .- -~
.~ . - _ Room 3851 Donohoe Building
e Wash1ngton, D.C. 20202 "+ o
. b, : (202) 472- 2657 o N
Q_ c. .USOE may a]Iow pub11cat1on or dlstr1but1on ‘by a party o,
- - Other than the deve]oper, and allow that party to- e T
' - “.claim copyright, if OE determines that the product - - .
. W111’rece1ve better d}Str1but1on , . ‘ R
Examg]es of Copj\ight Clearance _
Materiafs Used _ I L Clearance Needed -
lﬁlfQuotés from a book - o T Copyright clearance from copy~’ |
. Ty : o S right holder (either pub11sher
: - or author) _ |
' 2.7'“Send in the Clqwns,"; o " Copyright clearance from _
- sung by Judy C0111ns _ B o - Steven Sondheim, talent re- = .
, | R lease from Judy Collins, - = /
e r.z-:‘ SR : '~ American Society of Composers,.
R SR - -, - Authors, and Rub11shers (ASCAP): ,
. N T T 3:,;'€_re1eases for mus1c1ans per- RET
\\GL\\AnseI Adams photos used L . ‘thopyrwght_clearance from-Adams
4. SCemes_from film - = o Copyiight clearance from COpy- .«'f
- e ‘r1ght ho]der stated .on’ f11m DR
| , B - o L
T34 S s S o B : T
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Foreword:
For the Women's EducationaI Equity'Act Program, a dissemination con- .
tractor is now authorized to disseminate alj products developed by its
grantees. and these copyright regulations do not apply. However, for
- those grantees whose products did not “receive USOE approval ahd who may -

then wish to seek copyright authorization,. the following pyright’
Program Information}and Copyright Regulations are included .

The Copyright Program_has been_established within the Division of Edu-
cation of the. Department of Health, Education;-anq Welfare for the * .
Purpose:of seeking the participation by private publishers in the distribu-
- tion of educational products which are generated with funds from one - .
.Or more of the Division components, (U.S. Office of Education, National . -
Institute of Education, Fund for the Improvement of Postsecondary Education
and the National Center for Education -St tistics). L ' .

Such an approach is considered necessary for several reasons. ‘‘Ope is-
that adequate dissemination mechanisms ordinarily do not exist, within .
the Federal establishment, to distribute to the schools and other edu-
cationa],organizationS"such products as textboOks,-professiona]ibooks, "
films, games, and-other~mu1timedia materials. \ Another reason -is I
‘dissemination of products. . Thus, publishers are asked to invest the _
resources, including money, necessary to place the products on the. market.
and to get those products to the intended audiences through sales efforts,
,In order: to. provide the-neededfincentive,far_the'Tesourge investment ,

.f;jﬂhetgrn;for:éjtbmﬁitment;by‘a bub3§5hér“i0fécédmpjﬁ$ﬁ e??édtiVéTpUbTiéa%foni fg:@a
the,materials with Federal funds. The.procedures by which publishers ‘ )

and-deve]opers_arrange for copyright, publication and royalty provisions  jj
" are set fohth?in the Division Copytight'GuiQe]ines.u P : o




Copyr1ght Gu1de11nes.mﬂ 7

VP AR

The fol1ow1ng Informatxon, framed in.a questwon-and answer RS

. format, provides the essentials of ‘the | D1v1s1on s copyr1ght ahd pub]1—
“cation p011cy in-an 1nforma1 style. '

- N . - - M
., .

1. What is the purpose of the Copyright Prggram?-

The primary purpose is to facilitate the commerC1a1 market1ng of.
‘those products, professional.books, etc.,. which are generated in
part at 1east w1th the use of - Agency funds. e .

L -

2. What 1s meant by "Agency?" o L : - ., S

o
)

"Agency“, for purposes of the Copyr1ght Program, means the major
components -of the Division of Edu.ation’in the Department of
' Health, Education,, and Welfare. Currently those components -are
- the U.S. Office of. Education (USOE)}, the National :Institute.of
.- . Education (NIE), Fund for’ the Improvement of Postsecondary Edu- ;
E %aé1o? (FIPSE), and,_ the Nat10na1 Center. for Educat1on Stat1st1cs s
- «(NCES . T Lo

3’3.-'Why is the act1v14y ca11ed the Copyr1ght Program?

It Ss ca]]ed the Gopyr1ght Program’because Copyr1ght is the tool - .
‘with whith it operates. The idéa is, by authorizing the pub11ca— .
.tion &f a product under. copyr1ght ‘thus giving a publisher an .° v
_exclusive market, a publisher will be w1111ng to invest the re-

»' sources, jnciud1ng money: necessary-to ach1eve effett1ve pub11ca- o

tion. j*"«. . : . .- y L

. -q_.' - o . . ’ -

_ .;4ti;Where is the Capyr1ght Program Staff 1ocated7
: ! ’,-_- . 5 - AN ;.___ coEn L.
RN It is 1ocated 1n USOE lThe ma111ng address Asnl s ST

o,

. - "Mr. w11]1am A. wooten ¥ e T

. ST Copyright Administrator = - _ ;.

— . - 7. Privacy.and Information R1ghts-5taff T T
S .. Office of Education . .: S

~© . 400 Maryland Avenue, SW.

- "+ . Room 3851 Donohoe Bu1]d1ng : S - |

T . - Washington,. D.C. 20202 T g

(202) 472 2655 L
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5. . Are all Agency-funded products published
+ oo Ther Copyright. Program? . - - — o — oo o

3

a

under the éuspices of o

No.. Only thdse products which would likely hgve a commércial market |
are published under the-auspices of the Copyright Program, such as :

. textbooks, films, multi-media productg,_and profgssional books.

+ How:.are other Agéhdy-funded"products diSseminat

Many products,,brihcipa11y.research\reports and studies, are. ‘
disseminated by the Educational Resources.’'Information Center (ERIC)

'system, which is managed by the NIE. ‘Other products are printed

by the Government Printing Office. (GPQ) and are made available by
the Superintendent of Documents. . Still others are made available
by the Wational Audio-Visual Center. ERIC and the Superintendent

.of Documents‘handle.only‘print materials which are made available

primarily on, a mail-order basis. The National Audio-Visual Center
handles only audiovisual ‘materials, such as films. These’are -

. . available only on a mail-order basis. Articles describing research
. and developiment projects are_frequent]y pub]ished in professional

Jjournals.

- How does one ‘determine which dissemination channel to utilize?

That iS'nbt‘a1wéy§ an easy decision. If the product” is a research
report or study the most Tikely dissemination mode is ERIC. ERIC
will sell.copies in photoreproduction or microfiche formats. Many

- Tibraries and reference centers maintain standing orders for micro-
fiche copies of all ERIC documents. '
. Accordingly, no additional funding is required. for placing a document
in-the ERIC system. . Journds will frequently publish articles which

ERIC is funded under a NIE contract.

~'describe research ‘and.development projects.’ They may also publish,

-2 research and development report or study or

a popularized version

.- thereof. . However, ERIC is considered the primary repository for -

such..documents- because .of the advgntages inherent in a single re-
pository and search.base._ : . .

In order to use the GPO.there needs to .be available sufficient funds

-to purchase the initial print run.- Furthermore, the manuscript, sich - L

~as_for a monograph, must be- in camera’ ready format. The GPO does not -
- edit, format, advertise, or utilize sales personnel. -It utilizes only

".aFCata1qg and a few sales outlets to bring buyer and seller together.

38
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" "No additional; “funds-are needed-in- order to utilize the serv1ces of ™
the National Audio-Visual Center. However, the National: Audio-
Visual Center sells only through a catalog. If special efforts are
needed to bring buyer and seller together that effort must be under-

, taken by a source other than the Nat1ona1 Aud1o Visual Center.

In order to seek a commercial pub11sher under the ausp1ces’of the
Copyright Program one must follgw the procedures set forth in the
Agency Copyright Guidelines. Currently all four Division of Edu-
cation components are utilizing the USOE Copyright Guidelines of
-1970. A revision of those Guide€iines 1s in process.

8. 'Under the Copyright Gu1de11nes who is respons1b1e for carry1ng
- out the;procedures for seeking a;pub11sher? . i

The Gu1de11nes stipulate that the procedures w111 he carr1ed out
by the organization which holds the Agency’ grant or contract for-
. ‘the development of the product to be published. That might be a
- ~university, educational laboratory, research. institution, or other.
- It would be an individual only if the’grant or contract had been
. - awarded to an individual. Of course an organization must operate
through individuals. However, the individual normally functions™
as an agent for ‘the origanization. That is so even though the in-
- dividual is the principal investigator under the prOJect and does
. most or all of the deve]opment work. . . _

‘fh9;; How does a;grantee or. contractor- proceed under the Gu1de11nes
S inits search for a publisher? . ,

F1rst, it requests copyr1ght author1zat1on from the head—of the-

funding agency. Currently the Copyr1ght Program Staff in’ the.USOE
manages the -requests for all four components. (See question 4 for.
address) In order to request copyright authorization one.directs a
letter to the Copyright Administrator to that effect. The letter = .
should provide the. fo]]owihg“information; . .

(1) 'The grant/contract number ' '

(2) The award and. expiration dates of the grant/contract
(3).. The name of the project director/principal investigator

(4) The.name and address of the Agency proaect off1cer/pr03ect
: : ‘monitor - g

(5) . The number of se111ng years during which- copyr1ght wou}d be

© . c¢laimed, usually five. Request for a longer period must

be Just1f1ed - ' R o :

39 .



(6) The identification -of the materials: textbook, film,
,_ . manual, etc. Also use concise descriptive title.. . _
~+ (7)) The reason that copyright is deemed appropriate. - .
' (8) Plan for seeking a publisher by a-competitive procedure,
if applicable. ' .

The "plan" called for above (question 8) is normally to send
"Requests for Proposals" (RFPs) to all those publishers who likely
would be inteftsted in publishing that.type of product. Accord-

. ingly, the proposed RFP should accompany the request’ for copy-
right authorization together with a list of thosé publishers to be
solicited. "Model" RFPs-are available free from the Copyright
Program Staff. _— N o .

>,10: What does thé Copyright Progmém'Staff do with the requegt for:
. - Copyright authorization? . - S . -

Assuming that the request for copyright authorization is complete
the Staff will refer the request, with attachments, to. the Agency _
project officer for comment and/or concurrence. - After that-is . e
received the Staff will prepare, for signature by the appropriate- o
Agency contracting officer, and the grantee or contractor, a Copyright
Authorization Agreement. That document constitutes authorization for -
the grantee or contractor.to.proceed in its quest. for a publisher
and sets forth certain provisions to which any-consequent publishing
agreement must be subject. The authorization agreement does not

.=~ + give the grantee:or contractor a copyright. It is merely an autho-

~~ rization to proceed with the quest. (If the proposed RFP-is not

satisfactory the grantee or. contractor will be informed by letter of

~

~ changes which need to be made therein.) .

11.  What does the grantee or contractor do after it receives the - :
Copyrrght Authorization Agreement signed by .the Agency contracting
- officer? - R T - ‘

The first thing it should do is to countersign and return to the
contracting officer the Copyright Authorization Agreement. Then it
should send copies of its approved RFP to those publishers previously

- designated. : . -
Following receipt of proposals’ from publishers respgnsiveéto the
L - ‘RFP, .the grantee or contractor should select the one which most
'/ - . nearly matches the pre-established criteria for selection. gThosé
- criteria should-be included in the,RFP.) If only one proposal 1is
received it may be selected if it appears that the proposal
satisfies the requirements.of the grantee or contractor.

hY
L S

S
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A: copy of each proposal received, together Wi%h the name of the -
"”f“““M““”“““pubTisher*selected;-and~the-rationalewfor*selection,wshould_bemmma_Ld“"__
- sent to the Copyright Program Staff for approval. . The Staff, at
the time it informs the grantée or contractor of the approval of
- the..publisher selection;~will direct that a publishing agreement
/ S be negotiated based upon the contents of the RFP and the winaing
. _--proposal. Finally, the proposed publishing agreement.is to be re-
ferred to the Copyright Program -Staff for approval before it is.
o signed by the parties. However, it may be signed first if it is
. .. _ made subject to Agency approval: : ' : ‘

12. "Doeé the grantee or contrad¢or share in potential'rqja1tieé?_
Does the author(s)? : ~

o L e

The grantee or contractor organization is ordinarily permitted té
retain.one-half 6f &he copyright royalties paid by the publisher. -
~ That is considered compensation for &xpenses involved in the, search 3'4?
‘ ‘for a publisher and for the negotiations and .other activities\in
- making nece$sary-a}rangements with'pub]ishe?s. - The author(s) are
: " not normally entitled to-receive a share of the royalties on the
' theory. that they are salaried and have made no personal monetary
investment. However, the grantee or contractor is free to share
its 50% with the author(s). 1In addition, if the author(s) make .
‘a substantial contribution, such as contributing uncompensated time
. and labor, §pecia1‘sharing arrangements may be made. e

13. ® May.the grantee or'ébﬁtractor,itself’publigh-the.produdt"under‘
- . copyright? o ' S

~

. . Yes, under special circumStances,_alth%ugh it is preferred that
- publication be accomplished by a competent commercial publisher.
" . However, if such a.publisher is unavailable, or if there are other
-« - compelling Tircumstances, and if it is believed that the grantee or
R . contractor'will do’an effective job, it.may be authorized to publish
_ - 'under copyright. (However, private funds must be utilized for the
" publication job. There is no justification -for authorizing copyright
under any circumstances if Federal Government funds-are goigg;fg/be
: use for publieation.). The.grantee-or contractor, under these .
- _circumstances, ‘would be treated 1ike a commercial publisher and
normally.would be required to pay copyright royalties to- the
Federal Government. . " c o
'14. _~"May the grantee publish or permit another to publish without
. . copyright so as to place the materials -in the public domain?
: v i . } N _ . '

.'.. \\ ’ . . . "__ T * ""_' . .. .
-~ Yes; unless _the 'grant or contract specifies otherwise. Grantees ,
“and .contractors are asked not to pursue that course unless they are

.
4 .
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_ satisfied that educational opjeptiyes“wij]Wbewachieved;»~Government““'“"“
,_M;um»funds—may*not*be”uti]ized“fdr printing unless specifically authorized.
.If printing is done with Government funds and/or if publication is Co
accomplished during the grant or contract period the. income may’ oL .
be considered grant or contract related income subject to disposition ' .
in accordance with the applicable grant or contract_provision.
. I - . o ’ -

15 Are different rules applicable to doctoral dissertations? - I

: _ >Ifithe student who wnoté’the-dissertation*received Federal Government .

"~ financial support under .a program, the purpose of which is to advance .
the education of the student, and is ndt to. support research,. then the -~ ,
student may copyright the dissertation. In -that event the Government '

- would claim no rights in the copyright except possibly a royalty=free,
- nonexclusjVe,1icense to reproduce and otherwise utilize. the dissertation

- ‘for U.S..;Government purposes. = (That.situation has never been presented
"7 to the Copyright Program Staff se - problem: ) S o

However, if the dissertation is identical with, or based upon, a
research report required by an Agency grant or contract the dissertation.
may not normally be.copyrighted: The reason is the necessity for mak1ing-
the results of research available to other researchers without
restrictions. However, i the research -report js delivered’ to the

only to the revised version. - - « S

.o Do - ',:.' . "' - i i ‘__- o : : ~.

~ Are any types of grantees “excluded from the requirements of the - . S
, Copyrfght-Guide]ines? .o : . .

, ' . . S - LI .
A1l state and lgcal governments (Snc]ud?hg school districts)
-and fédera]]y'recognized Indian Tribal governments are excluded from _
the requirements of- the Copyright Guidelines. (State uniVersities‘are__-

not considered to bé _l'governments" for this purpose.). .. - | /},,g;

Is the claiming of'copyright authorized- for any’ purpose other - ., -
than to facilitate the commerical pub]ication~of'éppropriateaproducts? .

" Yes. \ The claiming of copyright is authorized in order to .protect {
materials during the course of field testing when the test sample is
SO broad that £ontrols over the copies. cannot be maintained: The
Purpose \s to prevent. the premature release.to the public of untested s,
curriculuy materials. o L Sy ) .

i L7 .

. . A R -
. >
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. Before the grantee or contractor may . claim copx%ight dur1ng the~ _
._<¢F]e1d test period it must first obtaijn author1ga$1on. it ‘may accomp11sh
_ this by directing-its request letter to-the addre§§ shown. in' the

answer to question A. The request letter $houTd %include the 1nformation -

4*ca11ed for in the‘answer to question S except .that the fo]low1ng

Informatlon shou?d be substatuted for 1tem (8) Looe e
: %. : S P
(8) a. ‘The d1str1but1on p]ans for test and eva]uat1on of
'exper1menta1 mater1als, N : -

‘b. @enera]]y, the d1ssem1nat1on'plans for the mater1als
- after deve]opment. | _ STy
' : ‘a ~
The request will be referred by the Copyright Program Staff to the
project officer for comment and/or concurrence. In a.proper.case a
Copyright ‘Authorization Agreement-will be prepared for: signature of

~ the Agency “contracting off1cer and appropriate representat1ves ot the
,grantee or contractor | .7”. M;_”r_ LEm o _ .

‘1IS‘there any other way a grantee or contractor may protect its
’mater1als dur1ng the grant or contract°

ers.‘ Neverthe]ess, 1t is recommended that‘the work bE’marked

. with the substance of the fo]loW1ng legend in a consp1cuous p]ace

e -_-'; ) \./“

. i'fThzs workw1s not pub11shed 1t is be1ng d1str1buted

to a Timited. audience for the purpose of
:(comment, ‘evaluation, etc). It may not be reproduced
* . or further d1ssem1nated w1thout perm1ss1on in wr1t1ng

from - .-~ - SR

hd . : SN
N .

'How dbes one obta1n a copyr1ght7

LT o

j”Copyr1ght is not iobtained” from . the Copyr1ght Program Staff.
The Agéncy -simply- authorizes the’ c1a1mﬁng of copyright which it is
-entitled to do-under the provisions of the grant or contract. Copyr1ghts‘

.are not. obta1ned" from anyone. ., They are "claimed." One claims

. statutory copyr1gh by fo]]oW1ng the requirements of the Copyright

“-:Statute. The requi |
be applied. “The statdfe also requires that the copyright claim be

ements are that "a proper copyright notice

registered wath the U.5. "Copyright Office, Library of Congress,’ S
tpromptly" after publipation. The term "prompt]y" has beeh. construed

_ 11bera11y The Agencigs require that .copyright claims be regT¢tered
~within six months after ommerc1a1 publication. . ,

b
e



-  What are the'stafutory ndfice fequireﬁéhtS'fof the c]éiming of

- proof, revise, publicize, etc. .~

&

M'Somé[proddéis,'such asffi1ms and music, but not books, may be

registered prior to publication, although they are required to again

7 _be registered after-publication. .If there is a registration prior-to

publication the copyright dates from the registration; otherwise, it .

« dates from the publication.

copyright? . e 5 =
oo T YT | &
The copyright notice- for a’bopk has three elements: (1) the word
..~ "copyright"” or the abbreviation."copr" or the symbol (c); (2) the
- - year of publication (e.g., 1978), and (3) the name of the copyright
-'claimant,-sometiﬁes-referred to as the copyright holder 6r copyright
~proprietor. The notice'shpu]d look like this: . o
" . COPYRIGHT 1978 by State University _,

The.noticé muSt'appeafjon the title page oron the page foT]wang the
title page.. .The-page-following the title.page means the verso of the

-‘i-gtit1e_page_onlz.' (S1ightly different notice and/or tocation rules apply =~
~to some.other produCts, such;as_fi]ms, phonograph ré;ords, and jewg]ry,) -

- What'is a rbyéftx?

'»Q'A rqyéT£y ié'afpaymentf$6r the use of another's legal right, e.g., .
~.a patent right or a copyright. A publisher pays royalty to an author

(or other copyright proprietor) for the right to sell the author's.work o
under copyright. The royalty is usually a percentage of: the selling price .
and' is payable, 1ike the cost of doing business, whetHer' the publisher . . °
makes a profit or sustains a loss in the publishifig venture. Royalty .

- should not be confused with profit. A payment by a pub]isher'than:<= {53;f 

author. to publish an uncopyrighted work is -not strictly.a royalty.

- It is better térmed a fee for special: services rendered,.such as the =

right to use the author!s name, the willingness of:the author:to read - RS

P

T ) .

- . . LR . . - . . . R . .
. ‘
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~Nohce of lssuonce of Guudelmes on

wAu!horlzmg Copynght ‘Protection
‘for Materials Developed Under .
.- Project Grants. and Confracfs ‘

~These. Guideline.s including the Sta.te-
‘ment of Copyright Policy, constitute re-
visions® of .the previous Guidelines and
- Statement. ‘These Guidelines are being
published in the FEDERAL ‘REGISTER for

- the first time..The previous St&tement

' of Policy was published in the FEDERAL
.~ REGISTER On March 1, 1968 a.nd&)peared
_‘in33F.R 3653 S _

“
T

Soctar )

R Purposea.nd scope. IR ;_ '»

2 Definitions. ]
3 -Authorizstion to secure copyraght pro-
tection. - :
- 4 Request for copyright authorization
» :67. Scholarly and professional journals and
-l ¢ and periodicals . .
€ | “Thin Market" materials o '
7T Involvement or producers in develop-
- . . Inent.
8 .- Decision of the Com.missioner ~
9 - General conditiona ‘ i
Royalties. " .
Publication arra.ngeci by 'the Oﬁice or
Education. - o
Waiver of guidelina requireme m:'
Copyright protection during
ment. -
"Tl-i Statement' oz USOE copyright p

.SECTION 1 . Purpose and scope. () '+

;-- rthe U.S. Office of Education is issuing-

‘with these" Guidelines =a revised  State-
- ment of Pohcy (see section 14) regarding
--materials developed under ‘project
* .grants ‘and - contracts That Statement
. brovides that, with Tespect to some msa- -
- ~terials, the public interest will best be’
.served by dissemﬁlating those materials -

' without copyright! However, with respect -

- 'to other materials, copyright protection.
may be desirable during. development, or
as an incentive to promote the. effective
. dissemination of such -materials. “These -
." Guidelines set forth the policies and'pro-*
1 - cedures implementing the revised Sta.te- .
ment of Policy. .. -
/(b) The ° primary purpose of these

- .Guidelines is to - ‘promote the effective -
- .dissemination and use of USOE supported

'+ materials in a fair and equitable man-
.. ner to:all interested pa,rties-—-developers
«producers a.nd users. . o

'copyright..
- contemplate publication by- commercial

" producers -the copyright authorization -

elope B

- N

" (¢) The revised Statement of Policy

and these-Guidelines are applicable only.

- to - materials, developed under project :
grants or contracts. They do not applydo
materials developed under State-admin

_istered formula grant programs.

(d) Although imaterials developed un-
-der, Office of Education grants and con- -
“tracts will not be endorsed by the Office .
 of Education, arrangements.for copyright -
 protection must normally be approved
by the Commissioner -of Education in
ordér to assure that.such arrangements:

o

" are in thé public interest (See section § | E
'for exceptions.)

-(e) ‘The Oﬂiceof Education will enter- -

ta.i‘n requests for authorization to secure
‘Although these Guidelines-

request . should be submitted by the

. grantee or contractor or. by someone

designiated by the grantee or contractor. - ' . -

If the -request is submitted by a pro-.

ducer the procedures for obtaining com-
tﬁn for publication may be arranged

' by the Office of Education. (See section”.

11.) "The .Commissioner: of Educatmn

final materials «developed . with’ USOX -,
' .support. Such a.uthoriza.txon will be con-=
ditioned - upon . the copyright being -
claimed only for a specified limited pe-

- riod of time (herein termed the author-
Jzed copyright period).

a period of less -
duration - than the sta:tutory copyright
term. Copyright authorization will be ”

in ‘the form of an- agreement (herein

termed the  copyright authorization 7
* agreement) between the USOE and the
grantee or contractor. -

(f) In the event the Commissioner . of

et

- may authorize the securing of copyright’
. to protect ‘the integrity of .the materials - .
‘during development or as an incentiveto - - . -
% S _.promote the’ effective - dissemination of |

Education (Commissioner) finds that the -

grantee or contractor has not* comphed

“orisu nwilling or unable to comply, with

aﬂ% of the material terms of the Ccopy- -
right authorization agreement, the USOE

' shall have the right to publish and dis- °

seminate the materials, or to have the
materials - published | and disseminated,

‘either with or without copyright protec-
..tiog,/ and to take such other. action. as:
-, may be ailowable u_nder the copyright au-

-
-




.. atedunder a grant or contract.

-thorization agreement or otherwise under
law or regulation: Provided; That the
grantee -or- contractor shall ‘be given
notice of any action proposed to be taken

'by the USOE and afforded and oppor-:
. tunity to be beard. = . .- S

'SEc.2 - Definitions. Asused herein:
(a) “Materials” means writings - (in-

cluding reports, scholarly works and cur-’
riculum- materials), sound recordings,

 -films, pictorial reproductions, drawings,

or other graphic representations, com-

- puter programs and computer data bases,
- and works of any other nature developed
or specified to be delivered under project

ed, -to any extent by the USOE.

grants or contracts financially support-

(b) “Final Materials” are those the
development of which has beén com-

 pleted to the extent intended under the
grantor contract. . Pl ‘

- . (e). .“Experimental. ‘ _

those which dre being tested and evalu-

(d) * Thin Market Materials'’ are those

_-for which’ a ‘limited ‘market, and conse-
-.-quentially insubstantial publication rev-

. enués, are-anticipated.

‘(e) “Development” is the act or proc-

ess of ‘writing, creating.. generating; test--
ing, evaluating, or revising materials;" as

. distiniguished from the act or process of

o publishing, and disseminating ‘the final
.materials. - : .

. (f) “Publication” is used herein in the
- :conventional sense, but includes also all
acts of preparing final materials, in any

-

"* media, for dissemination, and the further

. acts of disseminating those materials, in
. any mode. - . o
~€g) “Dissemination” includes the acts

of 'stocking, selling, delivering,*distribut- . ]
- dures of these Guidelines it should do so
-at the earliest feasible time, preferably . .

.ing, and installing materials.
(h) “Producer’ means any. publishing
- - the U.S. Government. .

- 1) *Cosponsor’ 'is'any person, organi-
zation, or Government. agency which.
- . contributed materially to a project for
- developing educational materials. A

grantee or.contractor may be a cosponsor.
(3) -“Project” is a unit of wecrk looking

- toward the development of'a cistinct set.
of educational materials. A grantor con- -
tract may include one or more projects-

i

"Materials” - are -

R-Ts)

or disseminating organization other than .

Y - -

or a single broject may encompass one . -

or,more grants or contracts.
- (k) “Copgright Program.
official within the USOE ha

_right protection. (Sections 3 through 12
concern copyright authoriz#tion to facil=
itate publication of final mhterials. Sec-

Sfficer” is the
E having respon- .
sibility for the operation” of the USOE .
Copyright Program under these .Guide- .
SECc. 3 Authorization to secure copy~ _

-

tion 13 concerns. copyright authorization _

for experimental materials.) |

- - (a) Grantees and contractors are free _
‘to exercise their best judgments as to the. .-
format and intellectual content of mate- -
als being developed under USOE grants

~and contracts.

" .not to publish. - .

~-te)» If the grantee or contractor elects .

to’publish the materials, or to have them

~published, without c¢opyright, it may do-

approval

less the grantee or contractor. believes .

that educational: objectives will be ade-
quately served by that approach. Neither
the grantee or. contractor, nor any of
their employees invodlved in.the devieop-
ment, will publish or have .published: a
copyrighted . version .

uncopyrighted versfon. _

; thin twelve (12) :
- months-after the publication-date of the

& ..

without the necessity of .obtaining .-
from the USOE. However, such :
" publication should not be undertaken un-

- (d) If the grantee or contractor elects
-to seek' authorization for publication -

under- copyright pursuant to the- préce-

at an early stage in the. development
cycle.. . S

_(e) If the ‘grantee or contractor de- o

cides that it is unable or unwilling to

publish - the materials,-or to have them -

published, it should inform.the project

- made so that other p

officer immediately after fuch deg@;%n-i's .
tion arrange- . °

ubli

ments can bemade. - - 7 -
(f) The Commissioner m 3
a grantee or contractor to obtain publica-

-

o

PSS

- .{b) QGrantees 'and.. contractors ‘may .. -
- publish or have published grant or con- -
tract developed materials without .COpy- . .
right, or.- msy seek  authorization - for "
-, bublication under copyright, ormay elect - .



" tion -under copyright and to claim the
“copyright for a specified limited period,
generally not to exceed flve (5). years,
upons a showing that the materials can
~ best be disseminated under copyright. An
indication of- producer Interest in pub-

. ishing the materials will satisfy the re-

| “quirement for that showing. -

8xc. 4. Requests for copm-ight author- -

ization. (a) Requests - for: authorization

" to secure copyright will be addressed to.
-the Commissioner of Education, Atten-

‘tion: Copyright ‘Program OﬁIcer pref-
erably in sufficient time for action before
. the expiration of the gra.nt or contract.
(b) Eachtrequest shall. include:
~ - (1) An identification, by number, of
' the grant or contract involved, ‘the name
- and address of the _USOE project officer,

" adescription of the'type or class of mate- -

‘rials for which request for authorization
to secure copyright is being made, and a
. -copy of the materials, if available.

(2) The rationale whereby the grantee

or contractor concluded that the mate-

rials should be disseminated under copy- '

" right.

, ). A statement on the proposed :
' .+ authorized - copyright »Derkod and the' -
. . .Treasons therefor.: : '

(4) A Statement 'setting forth a pro-

| posed “Request for Proposals” which the
grantee or contractor-intends to use

- should the: request for authorization to
- secure copyright be approved; a list of
.prospective producers. to be solicitedithe

best available indication of the size and
- nature of the estimated market for the
.. materials; and criteria that will be. used
. to select the successful producer, includ-"
.- ing the nroposed ‘publication and dls- .
. semination timetable, approximate price
to be charged, experience and capability .

“'in the fleld, royalties to be paid, and
other appropriate factors. (However, see

. . section 6 below for the treatment of “thin

' 'market" materials.)

.. % (5)-A statement of any ot.her factors
- 'which ' the grantee ‘or contractor con-
"siders to be pertinent to its request.

. 'SeEc. 5 .Scholarly and- professional
:ournals and periodicals. In -the interest

of rapid dissermnatmn of educational in-- '
~“ formation -no restriction whatever is
T placed upon the publication of educa-

46

tional articles in, ,cholarly a.nd profes-
sional journals,'and in other periodicals. -
- Sec. 6 “Thin Market” materials. Not-

'withsta.nding the requirements of sec- .
tion 4 above, the .obligation.-to - obtain
“competition for publication of “thun ..
‘market” materials will be satisﬂed by R

the rollowing procedure: .
- (a)..The grantee or contractor should s
write to those producers. (a minimum of

“three) which would most likely be in-

-terested in publishing the materials.
Each should be informed that others are.
recelving letters. The letter should ask

“the. terms -under which- the producer

would be willing to _publish. -
- (b) The grantee or contra.ctor will

furmsh copies of the outgoing letters.” -
- and of each response, with the copyright-

authorization reqiiest (see section 4), to-
gether with a recommendation Ior se-.

lection and the rationzale iherefor.

(¢) The Commissioner will act. upon
the request in accordance with ~t.he pro- .

' V'xszons of section 8 below..

\,! .
(d> The Commissioner reserves the

tight to specify the use of t.he section 4
procedure if he determines  that the

materials do_not, fall mthm the ““thin’
‘market” deﬂmtmn ’

Sgc. 7" Imvolvement of producers in

development. (a) Nothing contained in .

these Guidelines should be interpreted as

'

precluding the involvement of producers «

in the development of educational mate~

. rials, .provided their involvernent is ac-

complished on a- competitive basis so
that one producer is not given an. ur;due

a.dvantage over other potentmlly inter- L

ested producers.- - : . 3
.(b) In order to involve producers in

the development of educational materials °
(it is contemplated that ‘the “Request for

Proposals” specified in subsection 4(b).
(4) above will, ¥ desirable, require. that

. the producer perform, in addition to nor-

- »mal publishing and disseminating func- ..
~ tions, some gdditional™functions which
_'would normally be identified as develop- -

' - ment functions. Such functions might

. include, for example, the printing of ex-

penmental materials and their distribu-
tion to & specified audience, the design of-
‘equipment, the production of ﬁlms and
similar under}akmgs e . L

N
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(¢). The. advantages seen .in involving

producers in the developrnent phase'

. are: - :
(1) Attractlon of prlvate mvestment-

2 Utﬂlzation of unique facilities and

* _expertise.

. (3) Guidance in the direction of de-
velopment toward a -viable and salable

. product, antlclpating umque installation
: anduse problems. -
-(4). Ease of- transition Irom develop- _

" ment phase to publication phase.

8ec. 8. Decision of the Commzsszoner
All requ&sts for authorization to secure

“copyright will be considered by the Com-

missioner. The grantee or contractor

" will be notifled or the Cornmdssioners

" grantee or contractor will be advised of-
the reasons for the denial. In such case;

decision.
(8a) Where -the request is ‘denied, the

the contractor or. grantee may request
reconsideration within thirty (30) days

“after receipt of the Commissioner’s deci-

sion. (—
(b). For requests which are approved

an agreement setting forth the condi-.
tions under which the grantee or con-
tractor is authorized to secure publica-~

.. -tion under copyright, including the con-

ditions set forth in section 9 of these -
Guidelines, and any other conditions -

deemed approprlate by the Commis—
sioner, will be sent to the grantee or con-

" tractor for signature. The agreement will

" . and to ‘prepare s publication and dis-
x-sem.ination contract. - -
‘ (c) After receipt and evaluatmn of the.
- proposals, the grantee or contractor shall
. submit the name of the producer se-
-lected, and the rationale for selection, to -

authorize the grantee or contractor to

"issue the Request for Proposals to pro--

spective producers, to-select a producer,

~ the Office of Education for appr‘dval of

the selection prior to negotiating final

‘terms of ‘a publication and dissemina- -
~ tion éontract with the producer selected.
- The - publication and dissemination con-

tract will not be executed until it has
been approved by the Commissioner.
-(d) A grantee or contractor, which has

‘& dissemination capability in addition to

a development capability, may be au-
thorized to disseminate materials it has

roe
s
.

developed, under copyright, under ap-
propriate conditions, upon .a showing
that.such dissemjnation would be in the
public mterest o

. 8ec. 9 General condztions Authori-
zation to publish.under copyright shall

- ‘be subject to such conditions as the Com-
missioner may  deem appropriate, in-
" cluding, but not limited to, the following:

»

- (b) Neither the grantee or contractor,

- nor any of their employees, without prior

written approval of the Commissioner,
-shall publish or have published any revi-

‘'sion or adaptation of the copyrighted .
materials during such period of time as "

the Commissioner shall determine, but
not to exceed the authorized copyright
period. = :

) In addition to any attribution
clause that may be required by reason
of the grant or contract, a legend, in the
form designated by the Commissioner,
‘ will be applied to ‘the copyrighted work -

- which will provide notice of the time . ‘

_Hmitation.imposed by the copynght au- :
thorizatxon agreement. ;
(d) Within six (6) months. a.tter pub-

lication of -the copyrighted material the.
copyright claim will be registered in the

U.S. Copyright Office by the grantee or

contractor or by the producer . for- the
. grantee -or contractor. The application )
" for registration will state the date after
which - the copynght ‘may no longer be
claimed. :

(e) With respect to any materials for

_ which the securing of copyright protec- .
“tion is- authorized pursuant to these
Guidelines the US. Government shall bé -

‘granted ‘an  irrevocable, nonexclusive, -
and royalty-free license to publish, trans-- .
late, reproduce, deliver, perform, use and

.d’spose of . all such- materials for .'D'.S

governmenta.l purposes.

(f) In_the event the Commlssioner

ﬁnds that the producer has failed to

comply with the terms of his publication . -
and dissemination’ contract with® the

grantee or contractor, the Conimissioner -
- shall have .the right to license others to
publish the 'materials covered by the
.copyright and to take such other action
as may be authorized under the publica-;

(a) The copyright will normally he in .- -~
the name of the grantee or contractor..
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tion and dissemination contract Pro- 3

vided, That the grantez or contractor and

the producer shall be given writen notice -

of any’action proposed to be taken by the
Commissioner and: aﬂ‘orded an oppor-
tunity to be heard.

. (g) If the materidls for wﬁ‘ich copy-
right is sought are products of a project
which is funded jointly with another or-

ganization or other organizations or with

- another Government agency the Com-
‘missioner may negotiate with the other

conditions by which publication under
copyright will be authorized. The purpose

- organization(s) or agency the terms and

. of the negotiation will be to reach an

accommodation in the event such organi-
zation(s) or agency have copyright

policies which differ from the Office of

“Education policy.
. "SEec. 10- Royalties. (a) As a basic
proposition it is, contemplated that each
cosponsor of a project, if there is’more
than one, is entitled to share in any

' royalti&s from published materials result- ;

ing - from that project in proportibn ta
- the financial or equivalent contribution
.to the project by the cosponsor..

(b) The grantee or contractor shall .
remit royalties from the sale or rental of .

the copyrighted materials to the Office of
Education for transmittal to- the US.
Treasury. However

the Commissioner 2
" may authorize the grantee or contra.ctor :

to retain a“portion of the royalty income

to defray administrative expernses to the

grantee or contractor resulting from its ]

compliance with the procedures of these

Guidelines, and as an incentive to induce

. ,the'grant.ee or contractor to develop bet-~
- ter materials and-to obtain more effect

- complished in  the following . manner:
~ (The grantee or contractor may. elect to
retain an amount of royalty determined

- ..from one of the: followmg two alternative _
approaches.) . .

(1) Fifty percent of the net royalty
- remaining after deducting any share or

'sharesduetoacosponsororcosponsors.
. other than the U.S. Govemment or the:

.- grantee or contractor, as contemplated
‘in subsection 10(a) gbove.)

N N, [
l N
\ -
. . .\. o
S
S

ve '.,
dissemination. The sharing will be: ac- -

Y .

v,

e
T

to the préject by the grantee or contrac-
tor. (If .the .grantee or contractor elects
" this -latter alternative the burden of.
. showing such' contribution will be upon

TTe— - - . -

" sponds with the financial contribution

i”

the grantee or contractor. However, the ,
" Commissioner -reserves the right to ac-

cept or. reject such a. showing, and to-

. specify the share, not less than 50 per-

cent of the net royalty, to be reta.ined by
the grantee or contractor.)
-(¢) Profit type contractors are not

'pennitted”to share In royalties under the -°-

provisions of subsection *10¢b) above.
However, arrangements may be made to .
allow such contractors to retain royal-
ties to defray administrative expenses,
not otherwise recoupable under the con=
tract, incurred in obtaining publication
of materials under copyright in a.ccord-
ance with these Guidelines. .

.S=zc. 11.

Publication arranaed by the '

Office. of Education. In the event the )

- grantee or contractor is unwilling or.un-
able to undertake the task of obtaining

" effective dissemination of the materials
- in"accordance with the requirements of

section 4 or 6 hereof, and does not pub-
lish or ‘have published without copyright,
and -provided the Commissioner - deter-

. mines that publication under copyright -

will promote more effective dissemina-
tion and use, the Office of Education may

undertake the task of arranging for such -

dissemination. In that event all royalties
which are generated will be pald by the
publisher to the U.S. Office~of Educa-
.tion, and the grantee or contractor will
-not share in such royalties.

Src. 12 Waiver of guidelines require-

. ments. (a) The Commissioner reserves
the right to permit a gran
~tor to secure and claim . statutory full -
 term copyright in materials; subject only
‘to the requirement that the U.S. Govern-
ment be granted a royalty free;, nonexclu-
sive and irrevocable license to. ‘publish, .

- translate, reproduce, deliver,. perform,

- (Net royalty is defined as that amount - -use and dispose of all such materials, for

U.8. QGovernment purposes, in those:
‘situations wherein the ﬁnancial support
by’ organizations ‘'other than the US.

- Government i8 30 great, as compsred '

with the contribution of the U.S. Govern-'

B ]

(o o

1

or contrac-

-t

-

(2) That peroentase which corre- ‘ment. that it would be inequitable to re- =



-t e

- T T T e e
- quire more than the'said license. - - .
“.. {b) ‘The Commissioner reserves the
" right to waive or modify the application

~ .of these Guidelines.to any other situation

" where ‘he determines “such walver- or
- modification is in the public interest. ‘<
T—..8xc. 13 . Copyright proiection during

- development. The -Office .of 'Education™ =

- recognizes that-there may be occasiomns
‘where it will be in’' the-public interest to - .
- prevent curriculum and ‘other ‘materials.

It 'is the

/
policy of the U.S. Office of
Education that the results of activities

supported -by it should be. utilized in the - .

manner which will best serve. the public

" interest. Thi$ can'be accomplished, in - =
* some situations by distribution of mate-- -

rials: without copyright.-.However, it is

. recognized that copyright proteétion may - . o
be /desirable, 'in other situations,.during

development or as an.incentive to pro- =~

mote effective . dissemination - of such

from falling into the public domain pre=—-_materials. In the. Igtter situations, ar-

" ° maturely while they are being developed, -
tested, and evaluated. Grantees.and con-
tractors may take necessary steps to pro-

- tect such materials during development, .

. _testing, or evaluation: "Provided, That

* “they" shall ;not be copyrighted without

‘factory to the Office of. Edu ation“that’
" such protection will’'result in.mpre effec="--

T -

.rangements for copyright of such. mate--

rials, normaliy~for a Iimited period of -
time, may be .authorizedmndEr appropri-2 .
‘ate conditions "upon a showing satis-

.‘"q,'

the express approval of the Commis- , +tive .devéelopment or dissemination of the \,\--{
sioner. The Commissioner may approve’ ‘materidls or would otherwise ‘b@ in the ©
- Fequests to secure copyzight and to claim  public interest. . . - e
: gopyrlght gl:r a n?ited'.'pél'gfnd of time. «20UsC.2) - - " . SR
. during dev opment, testing, and evalua- - : crm A ba e Y - v e g
tida, where it can be demonstrated that ., Laective date: These Copyright Guide- .
; - - lnes shall take effect:30 days after :pub-
such protection is necessary for the effec- lication in the FEDERAL REGISTER. -
. -tive - development - of the. ‘materials. St S b FERe L
Grantees and contractors may obtain - .. Jamrs E. ALLEN, Jro~7
. such approval by submitting a written . Assistant Secretary for Educa- ]
./ request to the Commissioner of Educa- - tion and U.S. Commissioner :
- Hon, Attention: Copyright Program .. .. .of Education. S T
© - Officer,: ﬁéﬁng forth the reasons why ~ way 4, 1970. , .
. copyrigh needed.” . .~ = . - iy o SRR
. BEc.14. Statement of copyright policy. " DO O8I0 Flied, May g, 1970;
Lt . ( ~ ." . .. | A .-" . '. l . . ' = . . I . .
. . - N .
s o w51
. . o ~ -
- . : .,'- .,:—__. '.'. __? i
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:  Effective 1 March 1977

—

- THE EDUCATION DIVISION'S JOINT. DISSEMINATION REVIEW PANEL (JDRP)

P o
P

. PURPOSE, PROCEDURES, AND CRITERIA. .

+ e : .-

*.~'Background and’PﬂrpQSQ: Ll e

The United States Congress and educators expect the Federal government .
to disseminate products, materials, practices, and methods which will -
improve educational quality in U.S. schools. Numerous pieces; of legis-
- Jation have stressed this responsibility of the Office of Education and
. the National Institute of Educatyon. Various efforts -have been made
- over the years to discharge jt. \ S o L

-Eagerness on the pant of Federal officials to disseminate exemplary .
educational methods has not always been matched by -assurance that the. -

. Ttems-disseminated were in fact exemplary. Federal program staffs have

~ disseminated materials which seem. innovative, intriguing, .or which .

- enjoyed a good- reputation in the schools where they were used. Seldom -~
was it determined that such products were supported by objective evidence
.of-effectiveness. ~State and local educators -have been- persuaded by . o
' Federal sponsorship to implement practices which have not produced

. their promised results. - R ‘ ' .

~The Federal government is ‘irresponsible if.it does not take steps.to-
.assure that the educational materials it disseminates are backed by
objective evidence of effectiveness. The Education Division thus has
- -.established a Joint (OE and NIE) Dissemination Review Panel to.review = -
. .-~evidence of effectiveness of. potential exemplary products and practices. -
- .. developed-with funds provided by either agency:. -The Joint OE/NIE Panel - -
. .insures that the ‘two agencies. apply the same criteria for judging evidence .
~-of effectiveness prior to Federal.dissemination. . T

The Panel serves as one of the internal quality control ‘mechanisms for °
- the dissemination activities of the Education Division.. -The Panel is .
not intended in‘any way to pass on or constrain-the dissemination activi-
- 'ties of State’and local education agencies. - It acts.as a self-restrain-
. ing'mechanism4by'whichfthe"Educafioﬁ»Diyision'fati]itates~informedfioqal'
~‘choice. . Through the.Panel, when an Education Division program-office
- representing the Federal government claims that aJparticu1arCeduca=*;\: L
~ tional practice or product is exemplary and~is-worthyrof.impTementation‘xi;;;

I _by.school systems, that assertion will be'substantiated.

bl

55

..

Ul
L -




-

+ Operations  « - - ' o e E

- RO - - L DR e

.. .The Panel reviews all products/materials and practices/methods pro-
.7 posed for dissemination by an Education .Division program office: _

- . Panel review is required before any Education Division program office -
‘can_approve use of Federal funds for the dissemination- of -any prac-
tices or products for which claims of effectiveness are made. In
addition, review is required for other no-cost activities involving =
Education Division endorsement of or’advocacy‘fof]a;productfongprac-

' tice for which claims of effectiveness are made. The review 1S 9Sn-

- tended to insure that dissemination ‘of materials/practices are ’

+. supported by objective evidence of effectiveness. L

~ "Products" ‘and "materials" refer to” transportable, tangible or pack-
aged programs or prdctices such as curriculum materials, educational L~
~management systems, computer programs, staff training materials, guides,
~ models; administrative procedures, Project Information.Packages (PIPS),
~etc.. "Practices" and Ymethods" refer to systematic programs, pro- .
cedures, or techniques -whose adoption or adaptation requires; assig--
. - tance from the originators or their représentatives;¢\\° N

-r d

peshanel -does: Aot recommend: or reyiew.any proposed dissemination
g¥es- A Panel decisjon that the evidence of effectiveness’ is .
. corpe may not be the only review prior .to dissemination. Decisions
. on how to disseminatewPane]-reViewed-productsjor,practiCeS'are;]eﬁt o
- to the sponsoring agencies and programs in the Education-Division. . It
".is possible for one Education Division program to, submit-and another

. Program to disseminate.. o ) :

~ The Panel (and its predecessor unit, the OE Dissemination Review Panel)
.2 'has existed for three years.* 1t ’has met over 60-times, reviewed over
280 submissions, and approved about 55% of them for dissemination. In. ..
_ ~7'many -cdses, jtems not favorably -received at the initial review are re- , . -
) “'submitted with-additionaTHinformation'sgpportiﬂg~theih.évidence;of o -
. .. effectiveness. : = g . e R T
" \

&

- Composition

.. The Panel is composed of 22 members appointed by the Commissioner of .~

~ Education and the Director of NIE. Members are selected on the basis -
of their ability to analyze evaluation-based evidence of-effetctiveness
of products and practices, and on their general experience in educations

. The Panel meets periodically to review submissions from Education '
Division programs, but not those from SEA's;- LEA!s, or other outside

.. organizatiogs. -

T e

* This documenf—ngdbsTgned-to update a November,1974,sfatemént on
. "The Office of Education's Dissemination Review Panel: Procedures
" «and Criteria." e L P R PRSI




Submissions o, L s

Y

~As’ noted above,. the Paned: is one device for- upgrad1ng the qua11ty of

- the Education Division'’s d1ssem1nat1on activities. _It is.not a self-

-appointed national approval ‘body. The Form for Suﬁq?ft1ng Material .

- to the Jo1nt Dissemination Review Panel was developed so that Educat1on

Division. programs can bring together evidence of the effectiveness of
" products or.practices and present them to the Panel. This form.calls _

for a brief-description of each innovation (1nc1ud1ng cautions re--

" lating to its-use), assurances and claims about the innovation, in-
-~ formation on how the innovation was tested, and a-summary of the -
.evidence supporting claims of effect1veness This material is ver1f1ed

for factual accuracy by the/subm1tt1ng Federal program defore review - _

- by the . Paneﬂ

e

. - . . Co . N
I 4 4

'37Procedures for SdbmisSion and‘Review - A Sl L

'PA Education Division Agency or Program Respons1b111t1es Prlgr to y

Panel ReV1ew

1. ¢Ident1fy potent1a1 products or. pract1ces* wh1ch the Federa] *
T program may want.to state or imply are effect1ve, exemplary,
.prom1s1ng, or wdrthy of - dissemination support. ‘Panel review.
is not for catalogs and purely descriptive lists where there
- is.no ctaim of ef‘ect1veness made and no ;ecommendat1on for
'Nadopt1on.,_ S S ot -

2. Prerevxew the . c1a1ms of effectiveness -for factua] accuracy._.
~ Prereview far ,social fairness and with respect to possible = -
~ harm.to user//a]so is required. ~Thé agency or program may =~ -

) -.employ additional criteria such as quality.-of development

. user enthuslasm, conceptual soundness, ete. _ -

P

*23;f'SeTect products or practices for subm1ss1dn to the Panel on
the basis of favorable prereviews. = .. . R
-4, Prepare (with the ass1stance, if. necessary, of the producers,
- users, or-evaluators of products or practices selected “in
. .Step 3 above) submissions according to these guidelines . and
the attached. forms. Sipce the written submissions are the = -
principal “basis of the Panel's judgmentsy it is important that
this information be clear and complete. The required pre-
submission reviews for accuracy and comp]eteness shou]d have

fA*As of January 1976, such products or pract1ces must have been deve]oped_
by Federally.supported. priograms, but may be copyrighted and . pub]1shed
" commercially. The Education Division Dissemination Policy Councils

following-comments from various groups, has decided that propr1etary
material not developed with FederaT funds will got be reviewed by the -

Panel. -~ -~ .. . S e e T R - AU
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’7.-Submi;§12_copies of  the traﬁémﬁtta]*memorandum;éndfeach sub-

-

»

. I o _ . , ,

- ‘been completed by the program staff.  The maximdm permissible
~*length of material to: cover each submission is ten single-spaced
-typed pages including tables. 'The most important section, of ‘
‘course, is the summarization of the evidence of effectiveness. - :

But. the guidelines and form for submitting-materials. (appended)" 2

.. also require @ brief but specific description of the-product-or

‘practice“and data on learner costs so that the Panel can con-
- sider the eduycational. significance relative to the effort and ‘/"

cosis required. ' C S P

»

5.iSubmit'individﬁa}ﬁproductsaandfpréCt?ces separately, if they -
; are to be used separately, or if they are supported by different
types of -evidence.: . SN : ' : :

6. Prepare a memorandum of tYansmittaTisignedibytan_OE Depﬁty

-.  Commissioner,or an NIE Associate Director which states that

the sybmission has been prereviewed and, to. the best of his or' e
- her knowtedge, is factually-correct. and that the products or IR
practices are socially fair and apparently not.harmful. ..

- misstgn to the Recording Secretary of the Panel at the Office = - .
- of the*Assistant Secretary for Education. = o .

.
-

- 8. Arrange for a representative of the Of or. NIE program office ¢

.-~ ' Panel.may. have about the proposals. “-Program Offices may find =

'B. JDRP Review Activities

making the submission to be present at the meeting:  -The re-
presentative should be qualified to answer any- questions the

 it'useful" to ‘have: the assistance of evaluation, development,
or user staff.. The Panel encourages, but does:not fequire,-'
.continuatton of this practice. It should -be emphasized that
the submission. is from the Education Division program office,
‘not from the developer, evaluator, or user of the product or . - |
practice. The Division Offjcer is thus direct]y responsible
for providing information on the submission at the Panel meeting.

~

-

1.." The Chairperson of ‘the Panel will schedule méeting to review
.submissions. The date of the meeting will noxmally allow the
. Panel members  five working days to review each) submission. -

2. A1 Panel meetirigs are open to the public. -°*

-*3. Questions for .clarification may be put to the Education Division. _

- program representatives, developers and evaluators by Panel members. .
"A.vote is taken on whether there is adequate.evidence of -effec-
tiveness. - e - _ LR

. e } .y}. -

. ' . .
Y . . LR ‘
e . A .":?/: C ‘
. o 2
P }{‘7 ] : . [N . \
. . . . . . . . .
- -
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- c. Fo]]ow-up Act1v1t1es after Panel Rev1ew . ’ >

)

- The 301nt D1ssem1nat1on §3v1ew Panel has rece1ved requests for a state-

_4. ‘Seven members, 1nc1ud1ng at least three members from each
e rparticipating agency, const1tute a “quorum.” " (There are no ™ ~~ 7T
- subst1tutes ) . -

L . 5. Vot1ng will be by c]osed ballot, but the. votes of the in-
‘ .dividual Panel members.are announced by the Chairperson or
the Record1ng Secretary after each vote has been- completed

6. Panel members d1squa11fy themse]ves from vot1ng on sub-
missions made by programs in wh1ch they are d1rect1y in-

”volved

“

7. A majority is- requ1red for a Panel dec1s1qn that the ev1dence
- of effectiveness s conv1nc1ng A tie“vote means a dec1s1on
that the ev1dence is not conv1nc1ng ' » -

~ =

.1; Products or practices. not. favorab]y reviewed by the Panel may
be resubm1tted at any t1me., ‘

Py

2. ‘The m1nutes from each meeting are distributed to all Panel
' ~members;. OE Deputy Commissioners and NIE Associate Directors.

3. Agenc1es or programs are respons1b1e for maintaining files -
., or publishing catalogs of approved submissions. Currently
‘a catalog of all JDRP-approved submissions is maintained
by the U.S.0.E. Division.of Educat1ona1 Repl1cat1on, Bureau
of E]ementary and Secondary Education.

=4, Educat1on Division Program 0ff1ces may endorse or support the

dissemination of products or practices favorab1y reviewed by -

. 'JDRP. Some -officés do not have further reviews. Other offices
‘requ1re further product qua11ty review. before d1ssem1nat1on.

-JDRP Cr1ter1a for Judg1ng Effect1veness

-

ment of the "cutting points™ on. the -criterid used -in reviewing projects. 3 ‘p-:

. The Panel has been unwilling to sét forth precise specifications. - The
. decision as to whether the evidehce of effect1veness on any particular

“oroduct. or practice justifies use of Federal funds ‘to promote. d1ssem1na;f .

' tion is_not automatic or mechanical.  This decision .involves judgment = - e

about the. educational significance of the claimed effect and the -credi-
bility of.the evidence. .supporting the claimed results. - A decision that

‘the evidence 'i$ not convincing is. usualy,not due to a single fata] flaw,
-but to a fa11ure of p]aus1b111ty~on severaJ cr1ter1a. ' B a



.« The Panel believes that setting up highly specific standards re-
m»mumhiating~toweducationalfsignificance~(e:g;;~the~importance;*numbef;f—'*“"
magnitude, durability, and consistency of positive.effects and their
comparative advantage) and credibility of the supporting evidence
- (e.g., objectivity, reliability, validity, generalizability and
causal nature of the data) would degrade rather than improve the
review process. The Panel- has felt, for -example, that it would be
irresponsible to assert that prbjggts achieving a gain of 1.0-grade N
‘equivalent. units should be acceptéd while a gain of 0.9, grade ‘
equivalent -units should be rejggted; or that a sample size of, say,
Sg’is acceptable, whereas a sample size of 49 is not. .

It is.because a compTex judgment on plausibility is required -- one. '
.that takes into account all of the evidence -- that ;the Joint Dis-

. semination Review Panel is needed.. Past experience iindicates that

- Jeaving the judgment of what is acceptable up to each.Education -

- Division program produces variable and questionable results. On the
-other hand, developing a manual of boiler-plate standards would entail

.- - the arbitrariness cited above. - o

Some Guidance - | | .

ALl thissmay be true, but acknow”2dg.ng it may not provide the guidance
which Education Division program staffs need in order to identify pro- .
ducts or practices whjgh*have'a righ 1ikelihood of being approved. .- .-

o , R T N o

‘The. purpose of this section is to s=t forth in a-gensral way, but in-. ™ . o

- greater detail than 4is furnished in <he Form for Submitting Materials e

~ -~ to the Joint Dissemination Review.Panel, the kinds >f ¢criteria the -
" _Panel uses in ‘assessing the effectiveness of the products or ‘practices

- submitted-to it. This should provide program staffs with better guid-

~ance for selecting potential exemplary materials and methods, and for

preparing submissions to the Panel. R ' S :

- Many’of the produ¢ts and practices submitted to the Panel have been - o
in the areas of compensatory éducation, environmental education, reading, -
mathematics, bilingual education, and other similar areas of cognitive
achievement or affective gain in irdividual elementary and secondary
~students. The criteria discussed belowas' illustrative relate.mainly -

- to. ‘these- kinds ‘of submissions. , . U

N :

'LMPenhaQS'éhéFbést Qay'dfamakingfc1éér the kﬁhdgjdf criteria the Panel

_~'uses in'reaching its judgment on effectiveness is to set for h a series . .~
"of general, common-sense questidns. .The questiogs$ focusaon'rhree-Tssues: L
R P e T - T e e T e
' s " : : * -
. - T, ‘I‘ . ' » o -‘ =~ -
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. |
(1) Is there evidence that anyth1ng 1mportant happened that is con— 4;“m;tmg;<11
sistent with the stated claims? (2) Is there evidence that what \ o

happened is generalizZable? and (3) Can this cred1b1y be attributed
-.to the product or practice? , .

1. How we11 did the ch11dren perform before they were subject to
the product or pract1ce in question, and how well did they per-
form after. experiencing it? As an example, are there measures

- taken before and after the children experienced the 1nnovat1on
"ﬂthCh show that they gained or improved? o . :

2. Are the .gains: stat1st1ca11y re]1ab1e7
3. If there is ev1dence of change or 1mprovement, is the -gain large 7 -~
. enough to be meaningful? That is, is it large enough to be both
stat1st1ca11y reliable and educationally significant? "Many sub-
missions submitted to the Panel do show apparent before-after
. mean changes. in the expected direction, but they are either -~ . = =
" not stat1st1ca11y reliable or, even if statistically re11ab1e,. _ gsy
are too-small in.size to constitute: mean1ngfu1 educational im- -
provement judged aga1nst common]y ava11ab1e exper1ence ‘
4. _1Is there evidence that the 1mprovements reg1stered by the product -
or practice are stable and genera11zab1e to -other school settings? |
Or does it ‘appear that they may -be. the result of special character--
~ istics of. the\part1cu1ar roup of students who happened to use .the
~.product.@r practice when 3t was eva]uated or the unusual competence .
of the teacher who-uséd it?. These considerations ar% acute when ‘
the number of children is small or where there is .only a sir g]e
use of the product, e.g., where the ev1dence is  based on one teache
and one classroom. Thus, it is desirable, when the number of cases
is small, for there to have been multiple-replications of the practlce
(e.g. d1fferent classrooms, different teachers, d1fferent schoo]s, '
or. d1fferent ‘years). . . ’

5. Once 1t has been estab11shed that there have been gains, that they '
" are large enough to be statistically and educationally meaningful,
and that they are generalizable beyond the originating site, the
~ central question remains: Can we be reasonably confident that the
7"~ gains can bé?attrtbuted 0 the ?nnouat1on described in the submission
e ‘. . rather than to practice on.the measures, to normal maturation, to
_ ‘the regular education process, or to other special factors which
" ~.. may be impacting on the students? In order to prov1de some. kind of
- "answer to this cruc1alﬂy important question, submissions to the
: ;Pane] should 1nc1ude ere measure or estimate of what would have

>
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happened to the children if they had not been u51ng the” product or

~~practice.” The best way to do this, of course, is through a control

group, but the Panel has approved many projects which did not con-
tain a contro] group because of the evidence of effectiveness con-

o tained other persuasive measure or estimate of the effects of non-

‘* h1story -~ evénts or- administrative pr

treatment. For example, comparisons of recent gains with previous -

- year's scores or national norms often;orov1de very -persuasive evidenca -

that the unusually. large gains recorded can reasonably be attributed

+ to the product, or practice. Another- example is time Series comparisons

against a baseline time period. -In many cases, however, simple before-
after.data on -the user groups are likely to be ambiguous.when there
are no para]]e] -data on a comparab]e, untreated control group-

The 1dea is -to" prov1de ev1dence ruling out r1va1 hypotheses (factors

which may. be responsible for producing the effects-attributed to. ™
the.product or pr tice). Examp]es of rival hypotheses are:

.- 1

_'* maturat1on - psycho]og1ca1 or phys1o]jg1ca1 changes 1n the . users.

cedures wh1ch occurred
1n add1t1on tefthe product or pract1ce

‘* se]ect1on/d1fferent1a1 attr1t1on -- when comparison groups are -

- .unequal on the relevant measures at the beginning (due to
selection) or at the end (due to d1fferent1a1 attr1t1on) =

ey

* Statistical" regress1on -- e. g., when groups which" are se1ected

for their “~itial extreme $cores on.a given measure fall closer
:to their pC - .Jlation mean score on retest1ng with the same ’
- measure. : N

ox test effects -— 1ncrea§é§ in’ test scores due to the 1earn1ng

that results from fréquent use of the same test or to teach1ng
to the test. - . K . - .

These dre the main cr1ter1a by wh1ch the Pane] tr1es to assess the o {

-evidence of effectiveness presented for products or practices. It 1§ v_fif'
~not possible.to. specify the precise point on any of these-¢riteria ' -

which categorically differentiates acceptable from unacceptable :
submissions. s Using all these criteria and exam1n1ng all the ev1dence,,
the \Panel tries to render judgments which, on one -hand, will screen out
those submissions whose evidence of effect1veness is not strong :

enough - to: support a Federally- funded dissemination effort, and on"

the other, will insure -that those products and practices where there «‘]“
is such ev1dence, get moved into a‘wider;’ process of- d1ssem1nat1on
vhich u1t1mate1y can 1mprove educat1on.._ N L e
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Othef K1nds of Outcomesfih ”

It was noted above that these illustrations app]y most. appropriately
.to innovations directed at improving-the achievement of elementary
schogl and: secondary school children- The illustrations discussed
above would: in many cases be quite 1nappropr1ate. The Education : B
-Division carries out a much wider variety of educational activities. -
Some activities seek-to change. attitudes or impart information. . Others. .
are aimed at bringing about changes in institutional procedures;" at .
- persuading state and local governments to adopt certain techniques,
or at ‘altering the ways in-which state or -local monies are spent. Still
- others seek to expand the poo] of competent educational pract1t1oners
through’ 1nnovat1ons 1n 1nserv1ce or preserv1ce tra1n1ng

- In-all these cases, qu1te d1fferent outcome measures and ev1dence ‘of

. of parents and students. . .

effect1veness will be required. However, the same gefferal Jogic .
implicit in the questions listed above apply to. these products and |
practices as well: Is there persuasive, objective evidence that things
are different after using the product or practice than they were before?
"And can we be reasonab]y confident that any such changes qr 1mprove-.‘
“ments noted can be attr1buted to the 1tem descr1bed ratheq\than to o

someth1ng else? ss,-‘&l R AL A

Prerev1ew Concerns'

JDRP S. primary respons1b111ty)1s to Judge the effect1veness of subm1tted
products or practices. But prereviews before presentations to the '
Panel alsp._serve as an-additional opportunity to assure that other -
sc“een1ng cr1ter1a which are the respons1b111t1es of the Education

-Division’s programs are met. As discussed in the first two sections
of this paper, the:Panel is concerned that the products or pract1ces‘. g

whose effectiveness is to be reviewed are ¢learly identified, that
common jmplementation problems are described, and that full start-up

and operating costs are presented so that schoo]s irterested-in se]ect—‘\

ing the-itep will do so without misunderstanding its "costs. - Other -

Federal condgrns include social. fairness and poss1b1e_harm to users. . .. .o

A1l of these'must be prereviewed by program off1ces.

'Many other concerns for "good“ products have been suggested These
include the conceptual soundness of.the product or practice,. the qua11ty

of the developmenta] process, -acceptance by educators, the.uniqueness o

of the supmissions, how professional the mater1a1s look, .and enthus1asm

bl

7



o

) v
- ! ’ -

) ‘The Panel regards these considerations as important. Program offices
o are encouraged to prereview project submissions to the Panel on all
such criteria. Nonetheless, the Panel's sole function is to review
_ ~only one category of,criteria that may be considered before dissemina
. .- . tion: evidence of effectiveness.. This may be considered a fairly
. . large task by itself. = Adopters should recognize, however, that )
~JDRP only decides. whether persuasive evidence of effectiveness con-< - ¢
sistent with the claims and goals has -been presented.. The product
does not have 'a "universal seal of -approval" from the Federal govern-
‘ment: that is not the Panel's function.
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R JOINT DISSEMINATION REVIEN RANEP’

~PROGRAM AREA (e g.» T1t1e*KII, read1ng career .education, env1ronmenta1

-

FORM FOR SUBMITTING MATERIALS TO THE -
A

< S L S SV

educat1on, éducation for the hand1capped)
' LY

I.° TITLE OF PRODUCT OR PRACTICE TO BE REVIEWED: -~

II. WHO DEVELOPED THE PRODUCT OR PRACTICE:

II. -SOURCE .AND LEVEL OF FUNDING: BRI L
IV. YEARS DURING WHICH THE' PRODUCT OR PRACTICE WAS BEING DEVELOPED OR TESTED

V. BRIEF DESCRIPTION OF THE PRODUCT OR PRACTICE FOR WHICH CLAIMS OF EFFECTIVENESS
ARE -BEING MADE AND THE DATA: . _ - ;

'I.

What is. the-product or-practice°

Nhat claims of effect1veness are be1ng made?

Who are the 1ntended users and benef1c1ar1es?

Character1st1cs of the groups on wh1ch the product or pract1ce was_ .
-developed and tested. . \ _ '

'-fCosts for adopt1on of the product or pract1ce (See tab]e ‘on p 6@

Interpretab111ty of the quant1tat1ve measures Ev1dence that the measures VI

'are rellabie and valid as 1nd1cators of ‘the effects ol a1med

Cred1b111ty of evwdence Who coIIected and analyzed the data? what
' assurances are there that the f1nd1ngs are ob3ect1ve7 : ’

-~

~

'I;_ EVIDENCE OF EFFECTIVENESS

......

Ev1dence that someth1ng happened WhatIIs'the evidence that;sémethihg
. happened? S LT S

Z-f’Ev1dence of stat1st1ca1 re11ab111ty of the effects: what is the ev1dence

thht whatever happened, happened often. -enough; and w1th sufficient .re- - -
i_:11ab111ty to be 1likely to- happen aga1n ‘under s1m11ar c1rcumstances7

-”EV1dence that the effects are educat1ona11y mean1ngfu] what is the
_ jev1dence.that the effects arée Targe -enough, powerful enough ‘or important -
" “enough to be educationally mean1ngfu], regard]ess of the statistical re--'.;n

'i3;11ab111ty of the effects7 |



~product or practice is intended:_ Evidence that the product
or practice has been tested widely eneugh and under sufficiently
diverse circumstances to give assurance that the effects c1a1meq
may be similar when the product or practice 1s used elsewhere '
for: the populat1ons 1ntendeg . _.§_

\\:_Q;;A 5."Ev1dence that the effects are attr1butab1e to the product or:

- practice’ "and"that rivad# hypotheses (such as maturation, praet,ce

'GfA“"N““effects, etc.) are ruled out: In order to be convincing, the

VII.-

\/!’" '

~ evaluation need not be-a strict experimental design, although this
type of evidence is des1“ab1e However, there must be some kind -
of high quality, objective, methodo]og1qg11y sound, quant1tat1ve
- .evidente demonstrating that the product.and pract:ce in question
" is ‘effective and superior to other more commonly used methods or
ijapproaches, and. that the: effects are caused by the product or . ..
S pract1ce.1;.;.'.. : S

COST INFORMATION PER LEARNER TABLE SHELL

~ .
PP

%

Staff Tra1n1ng - ;_'R'>_.»uf.:_; : T :H‘\:.t
Spec1a1 Fac111t1es S B

Equ1pmeﬁt .
ConsumabTes L ;.fb7fff' fi;fo-i 7‘;f_i‘ﬁ,;.f--;-f9.:

Other Costs

" TOTAL COST - L

[ -

YL

4, jEv1dence of generaT1zab111ty £0o the popu]at1pns for which the ;m“T_;“_w;

CUINSTALLATION . SUBSEQUENT YEARS
"Non_recurr1ng.CostS*. - ’(Reeurring Costs)



- TRANSMITTAL MEMO FORM

N , T . ’ o,

). IR ' : '1Chairberson; JD.

HROUGH”(NIE”AﬁSOciéte"DireEtbr/USOéfA§§T§taht”tbﬁﬁﬁEEEbﬁef)?”m

BIECT:_. e L -

Subm1tted for Rev1ew for J01nt D1ssem1nat1on Rev1ew Panel_ﬁ

The attached subm1ss1on is: forwarded for rev1ew 4 The subm1ss1on
..1s factually aécurate. I also affirm that the’ products or prac- °
. tices described in the submission have been favorably reviewed .
for soc1a1 fairness, (e.g., fairness with regard to sex, race, re-
ligion, or occupation) and have been examined with respect to pés-
.sible harm to users. L1m1tat1ons, if any, as to fairness or pos-
' 31b]e harm are noted in the subm1ss1on - .

Informat1on on-other prerev1ew cr1ter1a app11ed by my, off1ce pr1or
to JDRP subm1ss1on is attached _ o
. \(. : o P4 7 S . _ . - o »,L‘ ' . \; ) .

A G o

~ N

e

Upon comp]et1on of -JDRP revxew, o]ease send a copy of the m1nutes .z-'f

cof.tt= meet1ng to: S .
Name - - . .
: Street :
City and State .. . - .. _ Zip Code o
e ) 67
| / 83 o _
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; L " " Attachment B
| L ~ -General.and Small Grants

S "“i \”'.x. - One-Year
—— e e 2 e ,.____-_‘__,,_,in:,_‘_ — R . e _. - R ,'_,_,, e et e
e . SPECIAL GRANT TERMS.AND CONDITIONS" I
‘/. . “ - . _ I N . - ' . ...'
Report Schedu]es for Genera1 Grants of One-Year Durat1on _7 ,; .'ll ‘

The fo]]ow1ng financial and performance reports sha]T be subm1tted to
the fo]loW1ng addressee ,
. S Mrs. E]]en Ba]ko - “
o Chief, Headquarters Procurement Branch
- D1v1s1on of Grant and Procurement '
- ° . Management, Rm. 5715, ROB=3: .
- 400 ‘Maryland Avenue, :S-HW: e

h };wash1ngton, D.C. zozozti I
A;' F1nanc1a1 Reportsa(HEw Form 601T) »‘JJfﬁr{¥”fnff?ﬂff‘
' _ Type-of Report/Period Covered .' Quant1t¥ .‘Vl - Due Date
;-?Semmannual ‘!.. o o - 3;« _ _-‘-;:S1x(6) months afterg :
o T ' .~ -, % - starting date of grant..
Final B S 90 days after termina-
. : C - tion-of Federal funding,
| B. bérformanee'Reports ' o : "" ;-f | ' _ ‘- ;
Type of Report[Pertod Covered  Quantity | Due'Date ° L’Q!.f
*SemiannuaT}ProgresSu o 3 o e Six(6) months after .

i .start1ng date of grant
.f*Finaj. - -"nV_r" A 3-:'h_J _ i 90_days¢after_the termi--~
— R - Lo nationgof*Federal.fundjng;~
* = The Sem1annua1 Report--Summar1ze work accomp11shed to the date of ' <
the report; identification and,analysis of d1screpanc1es in grantee 3
progress - toward completion of the work statement; statement. of P
corrective measures where dicrepancies exist; identification of |
problems encountered and anticipated; changes in staff1ng, and - L.
where necessary, a rev1sed work schedu]e - :

In addition, grantee will submit to the WOmen s Program Staff with g??

_ the semiannual report an analysis of project staffing patterns by Y
" race and sex and race/sex including title of pos1t1on,_sa1ary, Ll
t1me on proaect, grantee affiliation. , - S - T

71

65




* %k

Attachment B.
One-Year

I Ana]ys1s of consultants and contractors underigrantsmwiﬂlwberpe-“wr-fwum—
,sented in the same way.. - o L . L

red in the
- summary “of

Final Progress Report--51m11ar to the 1nformat1on r
Semiannual- Progress Report in addition to an-analyti
the Semiannual Report., -

- -

"Final Reports are d1st1nct from the f1na1 product of the project

and the two should not.be combined. 'The. product must 'stand by

itself for- d1ssem1nat1on purposes. The F1na1 Report is for 1nterna1‘

USOE operat:ons
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Attéchment B . }‘
. General Grants
~Multi-Year

‘{\'

IR ‘”—"““"'SPECIAE"GRANT“IERMS"ANb"CONDITIONSif“fT‘fo“_”k”ff_“'”ff"”mT

L]

v

»

-~ the fo]lowing‘addressee:

. - ,T . ! o . . '\-\/ ..‘ﬁ '.-. ’ N
Report Schedules for General Grants.of Multi-Year,Duratiomr -

Performance Reports _ s

L

- PR s

- The following financial and performancge fzkd}gg;gy 11 be submitted to

Ly

DT . -

. Typékbf'Report/Period Covered Quantity ‘Due Date
> ' : . 0y
- *Semiannual = . 3 Six(6) months after
b - starting date of grant "
~ **Annual o 3 . 90 days after the end

. ~ . - - . of the budget peried
. 'ﬂéh ***Fipal - . .. - 3 &\ggidays after the termi-
DR - tion of Federal.funding

The Semiannual Progréss Réport-~5uhmaﬁize work accomplished to the

~date of the.report; identification and analysis of discrepancies jn

grantee's progress toward. compTetion of the work statement; state-

. ment of.corrective measures where discrepancies exist; identifi-
~cation of problems encountered and anticipated; changes-in staff- .
-ing, and where necessary, a revised work schedule. - e

“-v

) P L

R A
.
e N . O - : : ' -
®

> ‘.~-‘~ . ' ,'9 - ) i _‘ . ‘ -

e e - . S ./
Loy .Mrs. Ellen Balko T |
Ial Chieff'Headquarters Procurement Branch .
o Division of Grant and Procurement .
Management, Rm. 5715, ROB-3 )
. 400 Maryland ‘Avenue, S.W.
Washington, D.C. 20202 .
_Financial Reports (HEW Form 601T)
iype of Réboft/beripd Covered ~ Quantity " Due Date
~ ‘Semiannual - .. 3 - Six(6) months after
: : starting date of grant
; , -,ennuéi - - | | 3 - 90 days af;er'the end" -
(~j‘ N . of the budget period. * " .
' Final e 3 - 90 days after termina-
“ : ation of Federal funding
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S L . Attachment B
- o - : _ ~Multi-Year

- In addition, grantee will submit to the Women's Program Staff with N
.~the semiannual report an analysis of project staffing patterns .

by race and sex and race/sex’ including title of position, salary,

time on project, grantee affiliation. ~ ~ ¢ . - -

, ' Analysis of consdltants and contractors uhder éranfspwij] be pre-
sented in the same way. - ' R . :

fakal Annual Progress Report--Similar to the information required in the
Semiannual Progress Report and will also.-include an analytical
summary_of;the’previous semiannual report. S
falalad Final Progress ﬁébort-fSimilar to the information required'in the”
- Semiannual Progress Report in addition-to an.analytical suymmary of:. =
. the previous Arnual Report(s). Note' that ‘the Ejnal Progress Report -
~ takes-thie place of the Ammual Report at. the end of the. last year of
a multi-year effort. T

\Wy.vy . "Final Reports are distinct from the final product of the project@and
<N the two should not be combined. The product must stand by itself
for dissemination purposes. The Final Report is for internal USQE- 7 .

operations. ° .
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HRCI L, s .

e B L A J -0 ,
: ‘Toaass1st:30uvin;thefperfonmance and administration”of your grant,
- Tlisted ‘bélow are references to certain provisions. governing grants-under |
~ -the Npmen!s-Educational Equi¢y A;t’Program which deserve your‘special,z

- ‘comsideration: .. - S | @ T -

‘A Dissemination of Effective Materials (45 CFR 160F.8(f))

-

“

fMaférialsﬁand_pfdgrams~deVe10ped<and‘va1fdéted under’ this grant.

" 'shall not be dissemiriated without review for effectiveness by the

.

S

. Evaluation (45 CFR 160F.8(g)). - . . .

Cthissioher.*ﬁg G

*.. B.  vParticipation by Men. (45 CFR 160f.7(d) & 8(h)) -~ ' -

.. Grantees. may notfdiScfiminate on' the basis. of ‘sex in employment or
in the admission .of participants in .training, validation, or dther

“training, validation, and other funded activities must be based on
-Criteria which measure-the-extent to which the persons will benefit
- +and can contribute to the project's purposes. These nondiscrimi-
nation provisions must be reflected’in any public announcements
about the projects relating to employment and participation by - = -
' persons- in project activities: - - : -;;

[ 4

B TP L U I S e
e BT LA PLEN ST - Attachment C = - -
. {‘ - . - L P : - . .‘—,5 al‘::.'. . . . a . - ; o . ,"' — - . s . . .
B 7. :SPECIAL TERMS AND CONDITIONS

?unded»activities. .Thé.se]edtion.oF;perSOns‘to participate in *gg_

Grantees will collect and make avqf]ab1e~§uch ﬁnfdfhation'as may. be. -

.~ 47 Consultants (ciause=20) CoL
L / ! -
. . N - . .0..+ .
- > 2 .::'-
< \. A f
£ 3 65 : i N

"'vrequifed-by the Commissioner or by the National Advisory Council.on . -
Women's Educational Programs, -in accordance  with such time con-
straints as may be designated for purposes of carxying out program
evaluation. ~* T I o . _

"Special Clearanceés. or Approvals T e
Aftent%on'is-éa11gd‘to cer;&?ﬁ'seétions of the‘Geheralﬁeraht Terms =

- -and Conditions, "U.S+ Office of Education (45-CFR 100 Appendix A)

-, Which are of particular pertinence tq'tﬁfsﬁprogram;_i.a o 4

: 1. " Audiovisual materials (clause-3(b))" * . . . -

o ~2.% " Printing arnd duplicating (clause 8) . -

3. _Contracts und?;Agrants (clause 15 andf4§ CFR TéOa.30(c)) . o

. 75.



77NEEA Program L1a1son ;f-v{':'f CRG

Y
*
A}
[}

°5.} Data-co]]ect1on 1nstruments (c1ause 21)

w

6Q Change of key personne] (C]ause 23)

R T

'?3A11 grantees~w1]l cooperate with the Eva]uat1on Contractor and the

SN

Proaect Coordination Contractor. Grantees will attend two (2) direc-

tors® meetings -in Washington or e1sewhere to further the ob3ect1ves ofy“‘
_ {he gigqects and the Program. S : ‘
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SPECIAL TERMS“AND}CONDITIONSi'_u;‘-

. .Z_,'x . ..

' AUdioVisuai‘Production R ‘:7 S . ”': R ;‘;:ﬁ,LJ};_,f;'J o

In accordante with Append1x A of the Genera] Grant Terms and Cond1t1ons,

. 7"145 ‘CFR 100, Clause '3, "Limitation of Costs," the’'grantee shall. submit to'::;

the. Grants Officer a detailed: descr1ptaon of specifications and-cost .
‘breakdown .prior to proceeding with production of audiovisual materials.
During production, the scripts, story boards, 1nter1ocks, and -answer

"'pr1nts must. be received- and apprdved. at. appropriate stages of produc-~r:f-“A5
~_tion. The fo1low1ng audiovisual materials produced urider the grant.

shall be delivered to the Office of Edudation for reproduction and
d1ssem1nat1on- | . - )

- TYPE OF AUDIOVISUAtl ";ff . . DELIVERABLES
R . . " .A-wind sound track’ =
T SR A and B roll ' _ :
Internegative S .

o e ‘1"d:e'».'. Two '(2) re?ease prints
'.-V{degtapef‘. f“ ',; o ‘"f Master tapes _‘ft-'
R C  Two (2) dubs ;,-

' Slides”or Filmstrips S Magnet1c sound track ot
Tl A Original. s11des, sequenced
ST e t~f-};;f;¢;,iu and numbered —

" o

ciler T e Co]or Corrected negat1ves

EEEE Audiétépes;;-d"if*3~ v Master edited tape with
P _running time and title .
Two cop1es . I

* S LTl e
B

".In addition, .the grantee is requ1red to. 1nc1ude the foT]owrng d1sc1a1m- rﬁf?:
er(s) in ‘any aud1ov1sua1 product1on . C O o L

Covera]] for Tctal Show -

T Produced by (grantee) under a grant from the U S. Department of

: :_:'§p~Hea1th Education, " and’We1fare.‘Off1ce of Educat1on, under the

o - -auspices of the Women's Educational.Egquity Act..  The content of

- .this .program is’ theurespons1b111ty of-the grantee and no off1c1a]
endorsement by the Off1ce of Education or the Department should be

A 1nferred S S L . ?




fw»f{A;PaneIS ‘or Group D1scuss1on o .'”4-1ﬂ4= DR -.,"': L

N To= v P )
e L Lt e > .

T o o ". , - .- . e . e
<o’ A . .
K : - Lt . ‘ s

i Jproduced ‘by’ (grantee) under a grant from the U.S. Department of. _lv

" Health, Education, and Welfare, Office of Education, under. the

- 'herein do not necesSar11y reflect the position or po]1cy of the
.. Office of Educataon or the Department ané no off1e1a1 endorsement "

shou]d be -inferred. SO e ;_;.,vwrﬁuf

'%;CommerCIal Rroduct'~ ~*f-g~ v_:J 5_»; ;;;,H N

 ~hCommerc1a1 products d1scussed or shown_in. th1s presentat1on Qr ‘for,‘
- demonstration. oses" -only’ and"should not be construed as. endorse-i;

~ment by the De ment of Health Educat1on, and We]fare, U. S._
Off]CE of - Educa io IR N |
o RETLTIIO e

_:USE'THEféRoPER'ngpLAlméR(s}fAT{THE:gﬂg;OF EACH PRESENTATION

8 . = S I

.'7f{;f:ﬁausp1ces of the Women's Educational Equity Act. Opinions expreSSed.ﬂj



e T IO S ft*‘-A*tta.:hhénrt' 'E'if:.'*
CLEARANCE PROCEDuRES - FILMS FOR THE GENERAL PUBLIC

o "~ Chapter.1-450"* " "=
| Use of Grant Funds for the Product1on of Mot1on P1cture F1]ms

-p\". Y $-

i L ..
A - . . - . . .' o . - . - . . . . .
. C) R - . . e . . B
. . . .. . .. - . ’ . : ) - N -

A "-w,«-\

'“%_Whether a grant ‘or assxstaﬁce contract 1s awarded Chapter I 450 of the

Y W Grants. Adm1n1strat10n Manyal- aPp11es L‘_,leopart'xcular,concern for-. the

| x

‘ *¥f4;..show1ng to c1v1c assoc1at1ons, schoo]s (except when used as’ af{

'?Tff""n1zat1ons, or similar: 1ay groups.

- Women's Educational Equity ACtsProgram is the 1- 450-50. portion of the.

chapter which sets forth: procédures for clearance of mot1on p1ctures for \Q;c\
%how1ng:to the‘Benera] pub11c{r;;:gﬁ_Hn_;ﬁ:i“_;c,,g_ e, S
De?1n1t1on of genera1 pub11c is: found Ain th1s chapter (1 450- 40) The - 7,
fo1]OW1ng .situdtions would rout1neTy be cons1dered as- 1nv01v1ng the .
genera] pub11c S RN T O _»j-gg"'~ N

.

"ﬁril; broadcast on chmmerc1a1 or- educat1ona1 pub11c te]ev1s1on |

z. show1ng 1qé?bmmer1ca1 movie houses - _“" h"‘,ffi°j""r]”;gj a

- g3;';show1ng in- pub11c p]aces such ‘as’ a1rports wa1t1ng rooms, bus‘j _
~oor ra11road depots,_vacat1on resort fac111t1es, etc.-

' .. .__-. .

" teaching- tooT .n;ar c1assroom setting), clubs, fraterna] orga-jiﬁ

"':In keep1ng with 1- 450—50(A), a’ 16 ™ pr1nt or’3/d" V1deotape transfer of .

N ‘thefilm must accompany .the:narrative request for.information (1-450- 50(B))

"fﬁ? e 1 name of grant program, grant number, name of grantee

'Eﬁéﬂ'tii 1nformat1on, a1ong w1th any other pert1nent factS’ "',g_._ e

-:ipThe following procedures will.be followed in requesting prior Office of - = L
m;_fiAss1stant -Secretary for: Public Affairs. (OASPA) clearance. when a grant1ng
‘»g;agency w1shes to author1ze an except1on to this: ru1e v N

<

I

,<;A; Before subm1ss1on to.the OASPA, each request must f1rst have .
' been approved at the agency level by a“senior official having
.. agency-wide respon51b111ty for grants administration, with the
concurrence of the agency s ‘public 1nformat§on off1ce._l-% ' :

'CB Each request w111 be accompan1ed by the fo]]oW1ng spec1fac

organ1zat1on , A

C”-ZFf obJect1ves of the grant .

. e

LI

.- 3. subject matter of f11m, and re]ation to/grant'ohjectives

79



LT DRS LN S Attachment'E . -
13335;f”i*“f",ff;f”_"ﬁffaf,;?- S e PR

H v

‘ 4.- 1ntended aud1ence, med1um 1n whith f11m w111 be shown. c
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T T '*.'_--_.‘shg'cmp T'_"E_'RM§;,'AND,I_ CONDITIONS .

_Product1on of Pr1nt Mater1a1s.r B

- . \_,_

N . - -
L rH-Dur1ng fhe-deve]opment -.of prnnt A?ér1als, the prOJect d1rector and
: . project officer, w1l1 -work c1ose1y n keep1ng the production on, schedule
‘and. seeing. that -al1" requ1rements re met. (3. e., cTearances, talent .
- releases,: copyr1ghts of ‘materials’ be1ng used, etc.)- AIL ‘materials will -
’Jfbe deve]oped using. a ‘common: format,’ typeface, etc.: Some products may
--require a graphics. designer to-prov1de professional artwork for layout,

.. minimum and only basic-attractive .design is needed.. Justified: r1ghthand
“:marg:ns,,spec1aﬂ type “setting.,- and other-specxéT'k1nds of cost]y L
. preparations shéuld be: -avoided. :<On.receipt): f1naT prodﬂcts must be SR

tan

’ ready for reproduct1on and d1ssem1nat1on. BRI S

T Dellverables w111 1nc1ude the fol1ow1ng

Two camera-ready masters' or1g1na1(s) typed, s1ngle-spaced 8% x. ILf

charts, graphs.,. chapter. headxngs, etc.. However, costs$ must be kept at a }*7’°

‘paper; boards or mechanicals. : Photo offset or photostat may be . P

“'f;,“; subst1tuted for one of the or1g1na1s. [50,.. . ) ﬂ_ps“-;t

:v,,-__: .‘.."“

= RPN PRI
AT stati§j1ca1 1nformat1on used as the bas1s for support1ng A

prod%itﬁstatements. |
" Talent releases for all brochures and other pub?icatiohs: s

T Abstracts of products--at the beg1nn1ng p1ann1ng stages m1d p01nt,
' and f1na? product.__ , ;

F1na] product(s) - 'rj"fr" '{ o i _ ‘_*ﬂgp‘;?;{
F1na1 report .-,;,g o n~-.f o fﬁo}_ e

The grantee must 1nc1ude the fo]]ow1ng off1c1a1 d1sc1a1mer 1n a11 pr1nt N
mater1a1s. It must be. p1aced inside the front cover or back of the t1t1e :

_page. “:mﬂi-_,., P COR T , .
- The aCt1v1ty'wh1¢ﬁ 1s the'sUbJect of this report 'was supported by
.. the Department of Health, Education, and Welfare, U.S. Office of
- ... Education under the auspices. of the WOmenée Educat1ona1 Equ1ty Act
* . "+ However, the opinions: expressedahere1n do“not* necessar11y reflect”
‘ . the position. or policy: of ~the-H. S .0ffice of “Educatfion, and no R
”fi?off1c1at~endorsement by,the U.S. Office of Educat1on should ‘be | i
'1nferred.~‘h;.- M -

Al artwork developedﬁas part of the WEEAP products.uf5ft{f:““'aafégf’*h
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In order to ass1st you - meet1ng the requ1rement of Sect1oﬂ ]60f 8
-of 45 CFR, Part 160f, Women's Educational :Equity Act Program, . g.
_project’ off1cers w111 closely monitor alihproducts ‘throughout" the
Qp}annwng ‘and- development process. (1. e., scripts will be reviewed :

prior.to-geing to production). When hecessary project officers- w111

ﬂoffer technical -assistance, -either d1rect1yvor by suggest1on of
--poss1b1e consultants WTth the requ1red expert1se.- IR
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