TEXTBOOK OUT-OF-ADOPTION

 PROCEDURES
Enclosed is a copy of the textbook out-of-adoption procedures. Each campus is asked to follow these guidelines when sending out-of-adoption materials back to the Textbook Warehouse.

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

Textbook Out-of-Adoption Procedures

The following are guidelines pertaining to your textbooks going out of adoption this year.

Out-of-Adoption books may be 

· Given to the parents of a student.

· Kept for use in the classroom.

· Returned to the textbook warehouse.

Out-of-Adoption books cannot be sold or thrown away.
If the campus chooses to return these books to the textbook warehouse, please follow the steps below.

1. Designate a location on campus for the collection of the out-of-adoption titles.

2. Review the out-of-adoption listing.  Please make sure that only titles on the list are set aside for the out-of-adoption returns.  Once the textbook warehouse picks up the out-of-adoption titles, they cannot be returned to the campus.

3. Keep out-of-adoption resource kits and supplemental materials separate from the textbooks.  Per TEA shipment policy, all out-of-adoption materials must be separated into two categories.  (You do not have to separate the books by the title but it does make for easier packing.)

· All student and teacher hardback editions must be packaged together.  Boxes must be marked O/A Hardback.

· All other materials (paperback, workbooks, tapes, binders, spirals, etc.) must be packaged together.  Boxes must be marked O/A materials.

4. Use empty copy paper boxes to box up the books.  If you do not have copy paper boxes, 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.

5. Call the Textbook Warehouse to arrange a pick up time.  Requests for pick up will be accepted beginning May through the first week in June.  If a campus does not arrange for out-of-adoption to be picked up, those books will need to be stored at the campus.  The Textbook Warehouse can return out-of-adoption books to the state depository during one pre-determined time each year.

6. A designated campus staff member will need to be at the campus at the arranged pick up time.

When gathering out-of-adoption materials do not forget summer school.  If your campus is scheduled to conduct summer school classes, please remember to retain the necessary quantities of the expiring adoption.  The expiring out-of-adoption materials retained for summer school use may be returned to the textbook warehouse at the conclusion of summer school on your campus.  To send summer school out-of-adoption materials back to the Textbook Warehouse, the above steps need to be followed.

