Plano Independent School District

Textbook Procedures Manual

Questions regarding textbook procedures should be directed to the following:

 Susan Lenox

       Director Distribution & Copy Services   
          ext.21585

          David Shelton 
   
       Supervisor Distribution Services

          ext. 21581

          Wallace Elliott
           
       Textbook Specialist


          ext. 21680

Student, Parent, or Guardian

The student, parent, or guardian is responsible for the student’s textbook once the book has been issued to the student.  This includes the return of the textbook to the school district at the end of the term or year, or when the student withdraws from the district.  

Students, parents, or guardians are responsible for the following:

· Must keep textbooks covered at all times.

· Must insure proper use and care for all textbooks.

· Must return textbooks at the close of the school year, or end of the course, or at the time of pupil withdrawal, whichever is applicable.

· Must reimburse the school for any lost, destroyed, or damaged textbooks issued to that student.

Each student, or his parent or guardian, shall be responsible to the teacher for all books not returned by the student.  Any student who fails to return all books shall forfeit his right to free textbooks until the books previously issued, but not returned, are paid for by the parent or guardian

Writing in, or marking on, non-consumable textbooks are not allowed.  Any misuse of the textbooks due to carelessness or neglect may be considered cause to charge the student a fine for the textbook.

.

Teacher

Teachers are accountable for all textbooks charged to the class/classes which he/she teaches.

Teacher’s responsibilities are as follows:

· Maintain an accurate record of all textbooks received.
· Ensure each textbook has an inventory tracking number.
· Maintain a record of the inventory tracking number for all books issued to each pupil.

· Ensure that all textbooks are covered at all times.

· Conduct periodic textbook inspections as required by the principal.

· Ensure all textbooks have the name of the student in the appropriate place.

· Notify the principal or campus textbook coordinator when books are lost or damaged.

Teachers should notify the campus textbook coordinator of any surplus textbooks (defined as any books on hand in excess of the number of students) so they may be picked up and returned to the Textbook Warehouse.  Please be considerate of others and do not stockpile books.  The ratio is one book per student.

Teachers should notify the campus textbook coordinator or principal when additional textbooks are needed due to changes in enrollment.

Textbooks are not to be transferred between schools except by the Textbook Warehouse.  It is the responsibility of the Textbook Warehouse to pick up surplus textbooks and to distribute additional textbooks where necessary.  

When sending back teacher editions or kits, teachers need to verify that all components of the teacher edition or kit are included. Contents should be neatly arranged.  Component lists are supplied to the schools by either the publisher or 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. Incomplete kits will be sent back to the schools.

The Textbook Warehouse does not have a budget to replace lost items. 

Principal

Principals are accountable for all textbooks, teacher editions, and kits charged to their campus.

Principal’s responsibilities are as follows:

· Choose a staff member to be Campus Textbook Coordinator.

· Require all student books be covered and numbered.

· Require regular textbook inspections be conducted.

· Keep complete records of books. 

· Report all textbooks, which need to be replaced due to destruction or wear.

· Conduct an annual physical inventory of all textbooks, teacher editions, and kits.

· Notify the Textbook Warehouse of any shortages or surplus.

Principals are in charge of collecting all fines from students for lost or damaged textbooks, and from teachers for lost or damaged teacher editions or kits.  Any lost or damaged textbooks, teacher editions, or kits for which a fine has not been collected must be paid for from other campus funds as designated by the principal.  Payment for lost textbooks, teacher editions, or kits will be withdrawn from the campus textbook account by the finance department.  The withdrawal will occur after the principal comes back from summer break and has reconciled any discrepancies with the textbook warehouse.

If a lost textbook has been paid for, but is later found and returned by the student to the campus, the lost textbook fee will be refunded to the school.  The cut-off date for returning books in order to receive a refund is the start of the subsequent school year.  The campus must notify the Distribution Manager in order to receive the refund.

Campus Textbook Coordinator

Campus textbook coordinators are responsible for processing textbook requests for their respective campus.  An on line order form will be used by the campus textbook coordinator.  Once the order form is completed, the request will be sent to the Curriculum Director for approval.  Once the Curriculum Director approves the request, it will be sent to the Textbook Warehouse. See enclosed copy of request.

Campus textbook coordinator responsibilities are as follows:

· Require all student books be covered and numbered.

· Require regular textbook inspections be conducted.

· Keep complete records of books.

· Check and accept shipments of textbooks to the campus.

· Distribute all materials to campus staff.

· Conduct an annual physical inventory of all textbooks, teacher editions, and kits. 

· Notify the Textbook Warehouse of any shortages or surpluses.

When sending materials back to the Textbook Warehouse the coordinators need to verify that the items have been packed neatly in a box no larger than a copy paper box.  The box should be labeled with the campus name on each side.  The coordinators should call the Textbook Warehouse for a pick up date.

Campus textbook coordinators are responsible for conducting a physical inventory at the end of each school year.  Student textbooks, teacher editions, and kits must be counted at each campus.  The inventory results must be reported to the Textbook Warehouse prior to summer break. See enclosed Textbook Inventory Procedures.

Campus textbook coordinators should maintain a campus textbook binder with all communication, delivery tickets, inventory counts, and billing statements neatly arranged.  This binder should be located where campus staff members can easily locate the information.

District Textbook Coordinator

The District Textbook Coordinator shall perform the functions set out in the statutes and regulations and such other duties as may be prescribed by the Superintendent.

The District Textbook Coordinator is responsible for:

· Controlling all textbook activity within the district and coordinating all textbook activity with TEA.

· Filing membership/enrollment reports with TEA in order to obtain the proper amount of textbooks for the district.

Membership/Enrollment counts are based on:

1. Enrollment numbers supported by the Department of Student Records

2. Campus enrollment rolled forward
3. ESL and Special Education numbers 
· Training new campus textbook coordinators.

· Completing all deliveries and transfers from textbook office to school campuses.

· Working with all campus textbook coordinators on matters regarding error in shipments and textbook inventories.

· Supervising all shipping and receiving of textbooks from TEA and schoolbook depositories.

· Updating and maintaining the computerized textbook system.

· Ensure an annual physical inventory of all current adoption textbooks, teacher editions, and kits, is conducted at each campus.

· Collecting all money from the schools for lost or destroyed textbooks.

· Maintaining the District’s textbook account.

Textbook Orders

Summer Deliveries

Newly adopted textbooks that replace expiring books, replacement of consumables, and supplementary orders to cover expanded enrollment are delivered in the summer prior to the start of the new school year. 

The Textbook Warehouse has no control over when the books will be shipped from the State or publishers.  

When textbooks are delivered to the Textbook Warehouse, they must be processed and orders pulled for each school before deliveries can be made to individual campuses.  Upon delivery of textbooks to the campus, a designated staff member must count each order before signing the transaction form.  Any discrepancy in the textbook count should be resolved between the campus staff member and the person delivering the order.  Any shortage or discrepancy should be clearly noted on the textbook requisition form.  Each entity will retain a signed copy of the textbook requisition form for their records.  Textbook counts must be correct to have an accurate inventory at the end of the school year.
Regular School Term Deliveries

Textbook requests from a school will first be checked for eligibility.  

Once verification is made that a school is eligible for the requested number of books, the order will be filled as completely and swiftly as possible, and delivered to the campus.  All deliveries must be counted and received by the textbook coordinator or designated receiver.  The number of books signed for as received will be placed on the campus textbook inventory.  Any items that are backordered will be sent to the school when shipments from the supplier are received and processed.  If TEA says P.I.S.D. already has the maximum allotted amount of a title, the Textbook Warehouse must find surplus books from other campuses.  This will add time to the filling of the requisition.

Returning textbooks from the campus to the Textbook Warehouse

The campus must send a Textbook Requisition Form to the Textbook Warehouse listing the title and number of books needing to be picked up.  Reasons a campus might return books:

· Surplus (books in excess of the number of students).

· Damaged books.

· Campus only using classroom set.

The Textbook Warehouse will pick up out-of-adoption books, one time per year.  The Textbook Warehouse will accept pickup requests beginning in May continuing through the first week of June.  The Textbook Warehouse does not have space available to store out-of-adoption books throughout the year, so please do not request that these books be picked up prior to the end of the school year.

Transfer of Textbooks

The transfer of textbooks from one campus to another or swapping of textbooks is not permitted. All textbook deliveries and returns must be done by the Textbook Warehouse. 

Sale of Textbooks

If a parent or individual wants to purchase a textbook, the campus textbook coordinator will furnish the publisher’s name, address, and phone number so that individuals may arrange to purchase the book directly from the publisher.  Under no circumstances are school districts allowed to sell expiring or out-of-adoption textbooks.  These books may be donated to students, parents of students, adult education programs, or other non-profit organizations.  Those wishing to receive the books are responsible for transporting the textbooks. The Texas Education Code, Section 12.63 (f) also requires that copies of discontinued textbooks be made available for use in libraries maintained in city and county jails, institutions within the Texas Department of Corrections, and other state agency institutions.

Used Textbook Catalog Purchases

Circumstances may arise in which your campus will need to purchase additional copies of textbooks or teacher materials not available through the Textbook Department.  Used Textbook Catalogs are available.

Before ordering any instructional materials from an outside vendor, please contact the Textbook Department to insure you order the correct materials!

Acquiring instructional materials in this manner is not intended to replace the textbook ordering procedure through the Textbook Department. This is strictly for materials or textbooks we are unable to provide or replace.  

Textbook Inventory

The principal and the campus textbook coordinator are responsible for collecting textbooks at the end of each school year.  Teachers will collect textbooks from all students and clear their classroom account with the campus textbook coordinator.  Teachers need to collect monies for lost/damaged textbooks before the student leaves for summer break. Payment for lost or damaged books must be made prior to the start of the next school year.

During the month of May, the Textbook Warehouse will provide to each campus principal a packet of information, which will contain the following:

1. A list of expiring materials.

2. A list of new materials adopted by P.I.S.D.

3. A copy of the campus inventory.

4. A copy of the Textbook Inventory Procedures.

5. A list of campuses that will be audited and the scheduled date.

The principal and the campus textbook coordinator are responsible for gathering all textbooks, teacher editions, and kits to a designated area for an inventory count. The Textbook Warehouse will provide each campus with a campus inventory listing titles of materials and the quantities of each title that has been sent to their campus.  The campus should follow the Textbook Inventory Procedures while completing their campus inventory. 

Schools with a $500.00 or less inventory shortage from the previous year may not be audited.

