TEACHING MATERIALS 
Enclosed is a copy of the return policy for teaching materials. Each campus is asked to follow these guidelines when returning teaching materials to the Textbook Warehouse.

Please call the Textbook Warehouse with any questions at ext. 21680.

Teaching Material Returns 

All teacher editions and resource guides are to be used by the campus staff while employed with P.I.S.D. and to be returned to the Textbook Warehouse when a request is made.

When a teacher is leaving a campus the principal and the exiting teacher must verify all items are in the kit by using the component list which can be obtained through the Textbook Warehouse.

When returning teacher editions or kits to the Textbook Warehouse, all materials must be included.  Contents should be neatly arranged in the original box (if at all possible).

Reasons a campus might return teaching materials to the Textbook Warehouse:

· Surplus (teaching materials in excess of the number of teachers).

· Wrong materials. 

· Damaged kit.

The following are procedures each campus should use when returning teaching materials to the Textbook Warehouse.

1. Campus staff must communicate to the campus textbook coordinator their need to return materials to the Textbook Warehouse.

2. The campus textbook coordinator must verify with the principal that the materials are not needed.  If the Curriculum Department requires the campus to have these materials they need to be stored on campus.

3. The campus textbook coordinator needs to request a component list for each kit from the Textbook Warehouse.  Credit for a teacher edition or kit will be given to the campus only when the Textbook Warehouse receives all materials, which comprise the kit.

4. A secured location on campus needs to be designated for the collection of materials.

5. The principal and the teacher must verify all items are in the kit by using the component list. If an item is missing, a notation needs to be made on the component list.  Unusable or damaged materials are classified as missing items. 
6. If the kit is complete the campus textbook coordinator needs to fill out the on line requisition form, completing the code #, Grade, Count, and Title.  When the Textbook Warehouse receives the requisition form for return materials, a Textbook Warehouse staff member will call the campus to coordinate a pick up date. 

7. If the campus cannot provide a complete teaching kit to the Textbook Warehouse one of the following needs to occur:

· The campus needs to pay for the missing items.

· The campus needs to pay for a complete kit.

If the campus cannot provide a complete teaching kit to the Textbook Warehouse within two weeks of the request, the campus will be charged for the full teaching kit. A complete kit consists of all materials listed on the component list or verification of the direct pay for payment of the missing items.

8. The campus needs to contact the publisher to purchase a missing item. Once the direct pay for the missing item is generated, place a signed copy of the component list and the direct pay with the boxes of materials.  The campus textbook coordinator needs to find a location on campus to store the kit until the purchased items are delivered to the campus. The purchased items need to be added to the box of teaching materials when they are delivered to the school.

9. Use empty copy paper boxes to box up the teaching materials if the original box is not available or you may purchase boxes from the warehouse.  Please give the warehouse enough time to pull and deliver your order of boxes.  Do not use other boxes.  The bottom of the boxes must be taped closed.  Tape may also be ordered through the warehouse.

10. Using a dark marker, mark the outside of the box.  The campus name needs to be marked on each side of the box.  The quantity of boxes to be returned needs to be marked on the top of each box.  Example:  Clark HS 1 of 2, Clark HS 2 of 2.

11. A designated campus staff member will need to be at the campus at the pick up time to sign paperwork. File all paperwork in the campus textbook coordinator’s binder.

Incomplete teaching materials cannot be returned to the Textbook Warehouse.  Credit for teaching materials cannot be given against the campus inventory for an incomplete kit.
Materials that need to be sent to another campus must go through the Textbook Warehouse before the new campus may receive the materials.  This is necessary for maintaining inventory accuracy and for documentation purposes.

