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Questions regarding instructional material procedures should be directed to the following:

 Tony Black

       Director of Special Services
   
          903-839-5500 x6167
blackt@whitehouseisd.org
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RESPONSIBILITIES

Student, Parent, or Guardian

The student, parent, or guardian is responsible for the student’s instructional materials once the book or other material has been issued to the student.  This includes the return of the instructional material 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 instructional materials.

· Must return instructional materials 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 instructional materials issued to that student.

Each student, or his parent or guardian, shall be responsible to the teacher for all books or materials not returned by the student.  Any student who fails to return all books or materials shall forfeit his right to free instructional materials until the books previously issued, but not returned, are paid for by the parent or guardian.  The school also may withhold student records as allowed by Texas Education Code 31.104(d)
Writing in, or marking on, non-consumable instructional materials is not allowed.  Any misuse of the instructional materials due to carelessness or neglect may be considered cause to charge the student a fine for the instructional material.

Teacher

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

Teacher’s responsibilities are as follows:

· Maintain an accurate record of all instructional materials received.
· Ensure each instructional material has an intact ACCESSION/ISBN BARCODE label.
· Maintain a record of the inventory tracking number for all books/materials issued to each pupil.

· Ensure that all textbooks are covered at all times.

· Conduct periodic instructional material inspections as required by the principal or the Campus Instructional Material coordinator.

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

· Notify the principal or Campus Instructional Materials Coordinator when books/materials are lost or damaged.

Teachers should notify the Campus Instructional Materials Coordinator of any surplus instructional materials (defined as any books/materials on hand in excess of the number of students) so they may be picked up and returned to the instructional material storage room on your campus.  Please be considerate of others and do not stockpile books/materials.  The ratio is one book per student unless additional copies are approved the campus principal, ARD Committee, or the District Instructional Materials Coordinator (DIMC).
Teachers should notify the Campus Instructional Materials Coordinator or principal when additional instructional materials are needed due to changes in enrollment or other appropriate and approved circumstances.

Instructional materials are not to be transferred between schools except by the District Instructional Materials Coordinator.  It is the responsibility of the DIMC, or designee, to pick up surplus instructional materials and to distribute additional instructional materials where necessary.  

When returning teacher editions or kits to your Campus Instructional Materials Coordinator, 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 the DIMC.
Principal

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

Principal’s responsibilities are as follows:

· Choose a staff member to serve as the Campus Instructional Materials Coordinator.

· Require all student books be covered and barcoded.

· Require regular instructional material inspections be conducted.

· Keep complete records of books. 

· Report all instructional materials, which need to be replaced due to destruction or wear to the District Instructional Materials Coordinator (DIMC).  All damaged books should be forwarded to the DIMC for replacement.
· Conduct an annual physical inventory of all instructional materials, teacher editions, and kits.

· Notify the DIMC of any shortages or surplus.

Principals are in charge of collecting all fines from students for lost or damaged instructional materials.  If a lost instructional material has been paid for, but is later found and returned by the student to the campus, the lost instructional material fee should be refunded to the student or family.
Campus Instructional Materials Coordinator
Campus Instructional Materials Coordinators are responsible for processing instructional material requests for their respective campus.  TIPWeb will be used to request additional texts.  Campus Coordinators must check student enrollment for the course or grade level against the inventory on hand for a particular book prior to requesting additional copies.  The DIMC will not order more books than your enrollment reflects.
Campus Instructional Materials Coordinator responsibilities are as follows:

· Require all student books be covered and barcoded.

· Require regular instructional material inspections be conducted.

· Keep complete records of books/materials.

· Check and accept shipments of instructional materials to the campus.

· Distribute all materials to campus staff or students.
· Conduct an annual physical inventory of all instructional materials, teacher editions, and kits. 
· Notify the DIMC of any shortages or surpluses.

· Replace damaged/missing ACCESSION/ISBN Barcodes as needed.

Campus Instructional Materials Coordinators are responsible for conducting a physical inventory at the end of each school year.  Student instructional materials, teacher editions, and kits must be counted at each campus.  The inventory results must be reported to the DIMC prior to summer break via TIPWeb. See enclosed Instructional Material Inventory Procedures.

Campus Instructional Materials Coordinators should maintain a campus instructional material binder with all communication, delivery tickets, inventory counts, etc. neatly arranged within.  This binder should be located and labeled where campus staff members can easily locate the information.

District Instructional Materials Coordinator
The District Instructional Materials 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 Instructional Materials Coordinator is responsible for:

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

· Training new Campus Instructional Materials Coordinators.

· Overseeing all deliveries and transfers to school campuses.

· Working with all Campus Instructional Materials Coordinators on matters regarding error in shipments and instructional material inventories.

· Supervising all purchasing, shipping, and receiving of instructional materials from TEA, publisher depositories, and vendors.
· Updating and maintaining the computerized instructional material system.

· Ensuring that an annual physical inventory of all instructional materials, teacher editions, kits, and all technology equipment purchased with Instructional Material Allotment Funds, is conducted at each campus.




     PROCEDURES

Instructional Material Orders

Deliveries

Newly adopted/selected instructional materials 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 and throughout the school year as needed.
The District Instructional Materials Coordinator has no control over when the books will be shipped from the State, publisher, or vendors.  

When instructional materials are delivered to the District, they must be processed and orders pulled for each school before deliveries can be made to individual campuses.  In some instances, a Campus Instructional Materials Coordinator may be responsible for arranging pick up of instructional materials to be delivered to his campus.  Upon delivery of instructional materials to the campus, a designated staff member must count each order before signing the transaction form.  Any discrepancy in the instructional material 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 instructional material requisition form.  Each entity will retain a signed copy of the instructional material requisition form for their records.  Instructional material counts must be correct to have an accurate inventory at the end of the school year.
All instructional material purchases will be approved by Central Office administration prior to the materials being ordered.
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 instructional material coordinator or designated receiver.  The quantity of materials signed for as received will be placed on the campus instructional material inventory.  Any items that are backordered will be sent to the school when shipments from the supplier are received and processed.  During this process, the DIMC will determine if surplus materials are available from other campuses in the district.  

Required information

The following information must accompany any request for instructional materials.  Submitting incomplete information will result in a delay in the items being ordered.

Publisher:
Title:
ISBN#:
Language:
Subject:
Course Name:
Material Type: (Teacher/Student)

Grade Level/s:
# of Students served:
Copyright year:
Media Format: (Choose one of the following)

Top of Form

		None

	EMAT
	1
	Print with Video/DVD

	EMAT
	2
	Primarily Print

	EMAT
	3
	Print with Online Access

	EMAT
	4
	Electronic - Non-Interactive Online

	EMAT
	5
	Electronic - Non-Interactive CD-ROM

	EMAT
	6
	Electronic - Non-Interactive Video/DVD

	EMAT
	7
	Electronic - Interactive Video

	EMAT
	8
	Electronic - Interactive Online


	


Bottom of Form

TEKS % covered by this resource:

Quantity:

Unit Price:

Shipping Costs:

Transfer of Instructional materials

The transfer of instructional materials from one campus to another or swapping of instructional materials is not permitted. The DIMC is the only person authorized to transfer materials between campuses.  A transfer will take place only in the event that a campus possesses surplus materials that are needed by another campus.  All instructional material deliveries and returns of transferred materials will be coordinated by the DIMC, or his designee. 

Sale of Instructional materials

The sale of textbooks will be governed by 19 TAC, Chapter 66, Subchapter DD, §66.1317 and will be handled under the direction of the District Instructional Materials Coordinator.  No individual campus should sell textbooks without prior approval from the DIMC.
Used Instructional material Catalog Purchases

Circumstances may arise in which your campus will need to purchase additional copies of instructional materials or teacher materials not available through TEA.  Used Instructional material Catalogs are available.

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

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

Ordering of Technology Equipment 
with IMA Funds
All technology equipment purchased with IMA funding must be processed in the following manner.

1. Submit your request for the purchase via Skyward.  Remember to utilize the 410 budget code.

2. You must use 106 Wildcat Drive as the shipping address

3. Please put Attention: Tony Black on the shipping address.  Mr. Black must receive all items purchased by IMA so that he can verify that we have received the item.

4. This request will be submitted to Mr. Black and then must be approved by Curriculum and then Finance.

5. Once the purchase is approved, Mr. Black will receive the PO and his office will fax the order to the vendor.
6. Mr. Black will retain the pink copy of the purchase order until the item is received.

7. Once the item is received it will be entered into TIPWeb, barcoded and forwarded to your campus.

All technology requests must be submitted with the following information.  Incomplete submissions will result in a delay to the order.

1. Valid quote from the technology vendor, including any shipping costs

2. Product Description

3. Grade Level/s

4. Primary Use

5. Manufacturer

6. Quantity

7. Unit Price

Instructional Material Inventory

The principal and the Campus Instructional Coordinator are responsible for collecting instructional materials at the end of each school year.  Teachers will collect instructional materials from all students and clear their classroom account with the Campus Instructional Coordinator.  Campuses need to collect monies for lost/damaged instructional materials before the student leaves for summer break. 

During the month of May, the DIMC will provide to each campus coordinator a packet of information, which will contain the following:

1. A list of expiring materials.

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

3. A digital copy of the campus inventory.

4. A copy of the Instructional material Inventory Procedures.

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

The principal and the Campus Instructional Coordinator are responsible for gathering all instructional materials, teacher editions, and kits to a designated area for an inventory count. The DIMC will provide each campus with a campus inventory via TIPWeb listing titles of materials and the quantities of each title that has been sent to their campus.  The campus should follow the Instructional material Inventory Procedures while completing their campus inventory. 

Instructional Material Barcode Procedure

The following are guidelines pertaining to barcoding student instructional materials.  Instructional materials need to be barcoded once they have been received into a campus inventory.

1. When materials are delivered to the campus the Campus Instructional Materials Coordinator, or a designated staff member, needs to be available to help count in the materials.  Any discrepancy in the item 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 instructional material requisition form.  This count is important because it will be charged to the campus inventory.  

2. Before the staff member delivering the materials leaves the campus, both the designated campus staff member and the delivery staff member must sign the paperwork.  A copy will be provided to the designated campus staff member.  This copy should be filed in the campus instructional material binder.  The delivery person will also provide a copy to the DIMC for his files.  

3. Once materials have been received on a campus they must be barcoded.  

To barcode consistently throughout the district each student book/material will have a 
barcode placed in the same location.

Note:    Each barcode label will contain two barcodes, one is the ISBN # and the other is the ACCESSION #, unique to that book/material.

4. Place the ISBN/ACCESSION barcode on the back cover, directly on top of the publisher ISBN #.  

5. Once the barcodes have been placed on the book it can be assigned to a student.

Teacher Edition Barcode Procedure

The following are guidelines pertaining to barcoding teaching materials.  Teacher kits need to be barcoded once they have been received into a campus inventory.

1. When materials are delivered to the campus the Campus Instructional Coordinator, or a designated staff member, needs to be available to help count in the materials.  Any discrepancy in the item 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 instructional material requisition form.  This count is important because it will be charged to the campus inventory.  

2. Before the staff member delivering the materials leaves the campus, both the designated campus staff member and the delivery staff member must sign the paperwork.  A copy will be provided to the designated campus staff member.  This copy should be filed in the campus instructional material binder.  The delivery staff member will also provide a copy to the DIMC for his files.  

3. Once materials have been received on a campus they must be barcoded.  

To barcode consistently throughout the district each teacher edition will have 

a barcode placed in the same location.  If a teacher edition is part of a kit, take 

the teacher edition out and place a barcode on it.

4. Place the ISBN/ACCESSION barcode on the back cover of each Teacher Edition, directly on top of the publisher ISBN #.  

5. Record the ISBN/ACCESSION # on a copy of the component list of the teacher edition.  Place the name of the teacher on the component list and have the teacher sign the list.  The barcode number will represent all pieces in the teacher edition.  The component list should be placed in the instructional material binder.

6. Once the barcode has been placed and recorded on the component list, it can be assigned to a teacher.

Technology Equipment Barcode Procedure
(For items purchased with IMA funds)

In most cases, items will be processed and barcoded by the DIMC.  In the event you are asked to barcode an item, please follow these procedures:

1. All technology equipment purchased with IMA funds must be tracked according to TAC 19, Chapter 66, Subchapter DD, §66.1319.

2. All technology equipment purchased with IMA funds will be entered into the TIPWeb system and will be barcoded in a visible location to expedite accounting of the item during annual audits (i.e. Barcodes for SMART Boards should be located on a visible surface after the board is mounted to the wall.)

3. Any item that is physically too small to have the barcode label affixed to it should have the barcode label attached to the original packaging for the item.  The packaging should then be retained in a safe location.  The accession number from the label should be permanently inscribed on the item itself.
Instructional Material Damage Fines

In order for a school district to require a student to pay for damage to a instructional material, it must first be determined that the student was at fault.  Generally, a student who has damage to a instructional material due to an act of nature (fires and floods, etc.), or third party misconduct (theft), would not be “at fault” and cannot be required to pay for damage.

The law allows districts to waive or reduce payments for damaged instructional materials if the student is from a low-income family.   If payment is waived or reduced, the district is still accountable and must replace the book if needed.

The following are procedures to be used when assessing a fine for a damaged instructional material.

1. Campus staff must communicate to the Campus Instructional Coordinator their need to fine a student for damage to a instructional material.

2. The Campus Instructional Coordinator or designee will assess a fine to the damage by using the information below. If charges for the damage exceed 50% of the cost of the instructional material, then the instructional material is to be considered destroyed and full price will be assessed for the instructional material.  Please reference TIPWeb for current pricing of instructional materials.
3. The student and parent must be informed, in writing, of the title of the instructional material and the amount of the fine owed.  

4. When the fine is paid, the money will be received by the campus for deposit into the District’s general fund.  The campus is responsible for giving the student or parent a receipt of payment.

Any damaged instructional material that has been paid for in full by a student becomes the property of the student.  Mark out the “Property of the State of Texas” on the inside front cover and indicate that the book has been paid for in full and the date.  If the fine is to replace a lost instructional material, the new book does not become the property of the student.

Use the following chart when accessing the damage to a instructional material.

Damage



 Elem/6th Grade

  J.H./H.S.
Pencil marks                                   .5 per page

.10 per page

Ink marks 
 


  .25 per page

.50 per page

Torn page



  .50 per page
          $1.00 per page

Binding damage


   $1.00 to total

½ to total

Cover damage


   $1.00 to total

½ to total

Book damage


   Total price


Total price

Lost book



   Total price


Total price

Missing page


   Total price


Total price

Inappropriate language

   Total price


Total price

Intentionally damaged/removed   Total price


Total price

Barcode label
Teaching Material Returns 

All teacher editions and resource guides are leased to the local district by the State of Texas and must be retained by the local district for the duration of the adoption.

1. All teaching materials should be returned to the Campus Instructional Coordinator if a teacher is ending his/her employment with the district.  Materials should not be left in the classroom for the next teacher.  

(Note: If a new teacher is hired prior to the contract end of the previous teacher, the materials can be left in place, but must be inventoried to ensure all components are present.)

2. The Campus Instructional Coordinator or designee 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. 
3. Use empty copy paper boxes to box up the teaching materials if the original box is not available. Store these items in the campus instructional material storage room until the new staff member is hired and begins work.  The bottom of the boxes must be taped closed. 
4. Using a dark marker, mark the outside of the box(es) as to the contents (i.e. 2nd Grade Science). Place a copy of the component list inside the box(es) and attach a copy to the outside of the box(es) as well.  The campus name needs to be marked on each side of the box.  The quantity of boxes needs to be marked on the top of each box.  Example:  Brown El. 1 of 2, Brown El. 2 of 2.

Instructional Material Request Procedures

The following are procedures to be used when requesting materials from the District Instructional Materials Coordinator (DIMC).

Reasons a campus might request materials from the DIMC:

· Increased enrollment

· New Teacher

· Lost materials need replacing

· New Adoption

If your campus has a need to request materials please follow the steps below:

1. Campus staff must communicate to the Campus Instructional Coordinator their need for materials from the DIMC.

2. The Campus Instructional Coordinator must verify with staff how many students are enrolled in the class and how many of the needed materials are on campus.  The DIMC cannot request items from the State without verifying TEA eligibility.  Campuses having a surplus must find the extra titles.  
3. All campuses will submit their request in the form of a Campus Requisition via the TIPWeb instructional material inventory system.  Only the campus principal or the Campus Instructional Coordinator may submit this requisition.  

4. Follow the attached instructions for submitting a Campus Requisition.
5. When the DIMC receives the request they will verify eligibility in TIPWeb, the district automated inventory system and EMAT, the TEA instructional material inventory system.  If the request is eligible to be ordered, the DIMC will order the requested books via EMAT.  See page 10 for Required Information that must be submitted with your requisition.
6. If TIPWeb indicates the requesting campus already has the maximum number of books allowed for their current enrollment (as indicated by PEIMS data), the DIMC will communicate this information to the campus.  The Campus Instructional Coordinator will then need to look for the materials on their campus.

7. When materials are delivered to the campus the Campus Instructional Coordinator, or a designated staff member, needs to be available to help count in the materials.  Any discrepancy in the item 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 instructional material requisition form.  This count is important because it will be charged to the campus inventory. 

8. Before the staff member delivering the materials leaves the campus, the paperwork must be signed by both the designated campus staff member and the delivery staff member.  A copy will be provided to the designated campus staff member.  This copy should be filed in the campus instructional material binder.  The delivery person will also provide a copy to the DIMC for their files.

9. All campuses need to receive the order in the TIPWeb software program.  

· Under Inventory in the Navigation Bar, Select Requisitions
· Locate your Requisition

· Click on the Details icon

· Click the Receiving Tab

· Click the Receive icon in each row or the Receive All icon above the grid.

The DIMC will look at other campus inventories to see if there is a surplus.  The DIMC will try to fill the needs of one campus with the surplus from another campus.  Campuses which have a surplus of any given materials will be emailed to have materials ready for pick up.  If your campus receives such an email please have the titles ready as quickly as possible.  The transfer of instructional materials in the TIPWeb inventory system will be handled by the DIMC.
Instructional Material Out-of-Adoption Procedures

The following are guidelines pertaining to instructional materials that are going out of adoption.

Out-of-Adoption books may be 

· Given to the parents of a student.

· Kept for use in the classroom.

· Boxed up for recycle or redistribution by charity organizations

Out-of-Adoption books cannot be sold or thrown away.
If the campus chooses to recycle or redistribute books, 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 shipping company picks up the out-of-adoption titles, they cannot be returned to the campus.

3. Collect hard-backed instructional materials only.  Paperback materials should be kept separate and disposed of via our local recycling center.

4. The District will provide Gaylord/Pal boxes or other suitable boxes for packing.  Campuses may be asked to assist in procuring appropriate boxes.  
5. District Maintenance workers will pick-up materials and place them in Gaylord/Pal boxes on board district trucks.  These materials will be picked up based on a schedule developed and communicated by the DIMC.
6. All Out-of Adoption books should be stacked and ready for pick-up by the 1st week of June.

When gathering out-of-adoption materials, do not forget summer school courses.  If your campus is scheduled to conduct summer school classes, please remember to retain the necessary quantities of the expiring adoption.  We will dispose of  these instructional materials via recycling or redistribution in subsequent years.

Instructional Material Inventory Procedures

The principal and the Campus Instructional Materials Coordinator are responsible for collecting instructional materials at the end of each school year.  Teachers will collect instructional materials from all students and clear their classroom account with the Campus Instructional Coordinator.  Campuses need to collect monies for lost/damaged instructional materials before the student leaves for summer break. 

TIPWEB ELECTRONIC AUDIT INSTRUCTIONS

Please closely follow the instructions below.  If you have questions, contact Tony Black @ blackt@whitehouseisd.org 

When you log-in to TipWeb on your main page you will see an item under your ALERTS which says NEW CAMPUS AUDIT.
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On the Campus Audit Management Screen, click on the EDIT icon to move to the Edit 

Campus Audit page.  If you would like to print out a copy of the audit report to work from before 


filling out the electronic version, then click on the REPORT icon.


Once you have completed your counts you will enter them on the Edit Campus Audit pages. 


Once you have entered counts, make sure to you click the ADD COUNTS

Icon.  Then when ALL counts are completed and you are ready to submit the audit to the district 


level, click the  SUBMIT icon.  This icon will remain grey until all 

counts are added.  It will then turn orange.  You will then click the icon to submit ALL counts.  


You may also use the REPORT icon to print out a hard copy of your completed audit to 

keep for your records.  Please submit the audit by the deadline given.
 
SUBMIT Icon





REPORT icon





Select this alert by clicking on it.





REPORT icon





EDIT icon





ADD COUNTS Icon
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