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I.
Textbook Responsibilities


A.
Pupil, Parent, or Guardian Responsibilities


1.
Keep textbooks covered at all times. (TEC (Texas Education Code) 12.65 (b))  



2.
Return textbooks to the teacher at the close of the session or when the pupil withdraws from school. (TEC 12.65 (b))



3.
Write the student's name inside the front cover of the textbook in ink.



4.
Keep the textbook in good condition.  Any misuse of the textbooks due to carelessness or neglect may be considered cause to charge the student a fine for that textbook.



5.
Reimburse the school for any lost, destroyed, or damaged textbooks issued to that student.  Any pupil failing 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.


B.
Teacher Responsibilities


1.
Keep a record of the book number of all books issued to each pupil, unless textbooks are checked out directly to the student by the 
Campus Textbook Coordinator.



2.
Ensure book covers are available and textbooks are kept covered at all times.



3.
Conduct periodic textbook checks (1 per 6 weeks suggested) as directed by the Assistant Principal.



4.
Notify the parent when a textbook is lost, destroyed, or damaged by a student.



5.
Return surplus books to the bookroom.



6.
Verify the textbook number and condition of the textbooks when the student returns them.



7.
Keep secure and in good condition, all teacher materials checked out to them.  



8.
Return all books to the book room at the end of the year or end of the course (including student books checked out to the teacher).

C.
Principal/Assistant Principal Responsibilities


(Campus Textbook Coordinator)



1.
Conduct an annual physical inventory of all textbooks and teacher editions.



2.
Maintain all textbook records and a statement of current charges.



3.
Keep all extra textbooks in a controlled access book room.



4.
Deposit all money collected from students for sales (lost and destroyed textbooks) into your school's textbook activity fund.



5.
Order needed textbooks and teacher materials from the textbook department based on current and updated enrollment.


6.
Return all surplus textbooks to the central district textbook warehouse throughout the school year, as requested.



7.
Require that accounting procedures are followed for money collected for lost, destroyed, or damaged textbooks.



8.
Require that all textbooks be covered.



9.
Schedule textbook checks periodically (every 9 weeks recommended) during the school year.


          10.
Verify all textbook transactions and reporting discrepancies to the Textbook Department.

11.  
Return all textbooks to the campus book room(s) at the end of the school 
year or the end of the first semester for classes that do not continue.

12.  
Within 2 weeks after the last day of school, complete the Inventory Taking 

Worksheet and return to the Textbook Coordinator.

13.  
Order replacement textbooks for those lost by students.

14.
Insure that the textbook activity fund is transferred to the central account 


before July 31st.


D.
District Textbook Coordinator Responsibilities


1.
Control textbook activity within the school district.



2.
Coordinate all textbook activity with the state of Texas Textbook Administration.



3.
Is accountable for all textbooks charged to the District. (TEC
67.105)




4.
Affix a number to each textbook on the inside front cover.



5.
Conduct an annual physical inventory of all current adoption textbooks and learning systems, which have been requisitioned and delivered to the district.  The results of the inventory shall be recorded in the district's files and be available for review by the Texas Education Agency for all textbooks and learning systems which are determined to be lost during the physical inventory.  



6.
Requisition textbooks by completing the necessary textbook forms.



7.
Accept all textbook shipments for the district, including the one official sample textbook or prospectus, and report all shipment errors and discrepancies.

8.
Report all publishers who fail to ship samples.

9.
Be responsible for all shipments of textbooks from the district (interim, expiring-adoption, and out of adoption)


                        10.
Serve as a facilitator on the District Textbook Adoption Committee.


E.
Superintendent Responsibilities


1.
Report district-wide maximum memberships to the Commissioner of Education (TEC 12.61)



2.
Chair or designate a chairperson for the Textbook Adoption Committee and recommend committee members.



3.
In emergency cases, signs textbook administration forms and acts as interim Textbook Coordinator.

4.  
Route all textbook problems and questions to the Textbook Coordinator 
for clarification with Texas Education Agency Textbook Administration.


F.
Local Board of Trustees Responsibilities


1.
Serve as legal custodians of state textbooks and have the power to make such arrangements for the distribution of books to the pupils as may seem most effective and economical.  (TEC 12.63 (e))



2.
Share jurisdiction in textbook selection.




a.
Approve the recommendations of the Superintendent for appointment of the local textbook adoption committee.




b.
All textbooks recommended for selection by the committee must be ratified by the Board of Trustees.




c.
The President and the Secretary must sign the Local Textbook Committee Report.

II.
District Textbook Administration

A.
 Local Campus Transfer of Textbooks
Textbooks must NEVER be transferred between schools.  Please be certain your teachers know this!  All surplus textbooks must be transferred back to the textbook warehouse.  If a school needs books, they must process a computerized requisition through the Textbook Coordinator, and the Coordinator will transfer those books to the school.   The only methods of removing book charges from a school's inventory are to send the books to the Textbook Coordinator with a Textbook Return Form or by submitting payment for lost books.  Please call the textbook department for instructions when returning books.  You may be faxed or sent a return form through the mail requesting textbooks needed in other buildings.  Please expedite these requests--there are students without books, and they could be yours!


B.
District Control of Textbook Funds
1.
Each school should have a receipt book dedicated to textbook sales.  Students must always be issued a receipt for any books they pay for.  This receipt should include the accession number of the textbook and the ISD's number, in case a book is found and a refund is issued.

 2.
When conducting the annual textbook inventory, the school assistant principal should indicate on his/her inventory the books that are missing, the number, and amount paid.  

3.     All funds collected for textbooks should be deposited into the school's 
textbook activity fund.  All local activity fund textbook monies must be 
transferred to the central activity fund accounts by July 31st.  Follow 
instructions in the Fort Bend ISD Activity Fund Manual.  Checks are sent to 
the activity fund accountant, and he will send you a statement.


C.
Fines



Money collected for abused books in the form of fines is retained by the school and deposited into the textbook activity fund to cover uncollectible lost books.  Assistant principals are encouraged to use good judgment when levying fines -- if marks are minor and can easily be erased or whited out, do it or encourage the student to do it!  The recommended fine schedule is as follows:

  

DAMAGES





% OF COST OF BOOK



1.
Torn pages





 25%



2.
Ink or pencil marks




Minor
  




        $1.00/page




Major






 25%



3.
Loose bindings





 50%



4.
Minor water damage (no mildew)


 50%



5.
Missing pages





100%



6.
Obscenities - drawn or written


    
100%



7.
Damages that prevent re-issuing books





(including ANY mold or mildew)

    
100%

8.         Missing bar codes




$5.00 to cost of book



If a student pays for a book in full, he/she is entitled to keep that book! 



Since the Textbook Department has to pay shipping for district owned books that are lost and replaced, it is necessary to add 15% to the cost of each district owned book lost to cover shipping and handling.  Please inform your bookkeepers of this procedure, which is effective immediately.   Please deposit this money into the district textbook activity fund.



Do not send books that have been ruined by students back to the district Textbook Coordinator.  Do not send any books with mold or mildew back to the Textbook Department!  They must be paid for in full and disposed of.


Missing bar codes could be the result of vandalism, or the book could be stolen.  If you suspect that the textbook is stolen, you can collect the full price of the book.

            Important note:  Occasionally we have problems with books that are new and do not hold up to normal use.  Typically the bindings break.  If books in use in the schools seem to have a manufacturing problem, please bring it to the attention of the district textbook coordinator as soon as the problem is discovered.  The district textbook coordinator will want to examine the books personally to determine what action should be taken.  These books should be replaced or repaired by the publisher.  Students should not be charged damage fines for books that fall into this category.



Frequently district owned advanced placement books need rebinding.  The money for the rebinding should come out of the departmental budget at the campus.  The textbook department has no money budgeted for this item.  Please contact the Textbook Department for specific instructions on getting books rebound.

D.
Catastrophic Loss



Occasionally textbooks are made unusable by things that happen to them that are out  of human control.  In that case, the TEA asks the districts to document those losses, and the state will take the books off our charges or replace the books.  Recent cases include books lost in a house fire, a flooded car, textbooks which were vomited on, and music books lost due to mildew when they were being stored during construction.  In all of these cases, TEA absorbed the cost to replace the books.  If something like this happens on your campus, please report the loss to the textbook coordinator using the form in the appendix, giving dates and details, and we will get the book(s) taken off your charges or replaced.



E.
Textbook Selection



See the Fort Bend ISD Textbook Adoption Manual.

III.
Campus Textbook Administration
In Fort Bend ISD, an assistant principal in each building is appointed to be the school's textbook coordinator.  The staff of the district Textbook Department is always ready and willing to assist the school textbook coordinator in any way.  Inservices will be provided to new coordinators.  We will also make computer training available to you.  We normally have just 2 to 3 scheduled meetings per year to assist you in completing reports and keep you informed. Feel free to call anytime with questions and concerns.

 A.
Ordering Textbooks

Three factors determine how many textbooks a campus or the district is entitled:  the quota for the textbook, the number of students enrolled in a grade and/or subject (membership), and the number of textbooks from the same multiple list already assigned to a campus or district based on the annual inventory.



1.
Membership




Membership is defined as the number of students enrolled in a grade and/or subject.  Grades K-6 report number of students enrolled in a grade.  Grades 7-12 report students enrolled in a subject.  The membership data is used to determine the eligibility for additional textbooks based on quotas outlined below.



2.
Teacher Membership



The teacher membership is the total number of teachers who teach a subject.  This is to include the classroom teachers and any other teacher who teaches the subject.  This could include a special education teacher or resource teacher.



3.
Quotas



A quota is the number of books a campus or district is eligible for based on the membership.  The quota is set forth in the proclamation for which the given subjects are called.  Campuses are given books on a 1:1 per subject area unless specified as class set quota instructed by the curriculum coordinator.  Quotas are subject to change if the State Board of Education modifies or reduces the quotas for budgetary reasons or reasons under Special Populations. 
Dual adoptions occur when 2 or more titles are adopted in the same subject.  In subjects with dual adoptions, extra books are very limited.  Please order only enough for students actually enrolled.



4.
Special Populations



Students with visual handicaps are determined eligible for special textbooks by a local ARD committee.  These students must be verified by the annual registration through the Division of Special Education of the Texas Education Agency each January.  These students may receive modified textbooks which include books in Braille, large type.
Students with dyslexia may be classified under the non-label 504 or special education.  They may be eligible for some modifications.  To order special materials, it is required that there be a written modification in their IEP or equivalent.  It is possible that the modification could include a second set of textbooks to be kept at home.  If this happens, the campus can provide those books out their extra allotment (3-5%).  If this extra allotment is not sufficient, please contact the Special Education Department.  They have budgeted money to purchase additional books for this purpose.



5.
Highlighting



The highlighting of textbooks for special education students is allowed if the student's individualized education plan (IEP) calls for such modification.  They remain charged to the district's inventory for the remainder of the contract period and may not be reported as worn out.


6.
Bilingual Membership



Students identified as bilingual and enrolled in bilingual classes are entitled to bilingual textbooks.  Bilingual textbooks are defined as textbooks written in Spanish for pupils who are not proficient In English.  Bilingual students are eligible for the Spanish book as well as the adopted English textbook for each subject.  Therefore, when counting membership for bilingual students, count them once for bilingual membership and then once again for total membership. This insures that they are eligible for textbooks in both English and Spanish.




Teachers of bilingual classes are eligible to receive an ESL teacher editions for each grade level they teach.  ESL training is part of the bilingual curriculum, and students are eligible for student books.  Your ESL membership should include both bilingual and ESL teachers and students.

IV. 
General Information


Textbooks are ordered based on membership.  If the membership increases in a grade or class, you may be entitled to order more textbooks. Textbooks are normally ordered mid-March for the next school year.  In elementary schools, it is necessary to re-order consumable books.  A supplemental requisition is submitted in June to account for increased enrollment.  In secondary schools, we require a mid-summer update, which includes an updated membership form and supplemental request for textbooks, if needed. Membership must be updated before preparing a supplemental order, or the computer may show you are ineligible to order more textbooks.  All orders must be computer generated.  If you need computer training, please contact the District Textbook Coordinator.



Any textbooks ordered by anyone in the district should be sent to the district textbook coordinator for processing.  We will affix a sign out label in the front cover and bar code the book.  If it is district owned, we will add it to the school’s inventory on our computer.



When a school pays for books at the end of the school year and that payment is reflected on their inventory, they will not automatically have those books replaced (and they may not be eligible for replacement based on membership). It is necessary to include those books on your Supplemental Textbook Request.  If lost books are part of a set, we will not replace a component of the set, except for basal readers, atlases for social studies (1-6), and ESL partner pack pieces.  You must pay for the entire set to have a new set ordered from the state.  Individual components can be ordered through the textbook department.  You have the cost sheet which includes shipping.  The cost with shipping must be transferred into your textbook activity fund with the rest of your payment for lost books.  You will be given an inventory sheet just for your reading books.



Textbook program automatically updates. 

Remember, textbook ordering is based solely on membership.  At the end of the school year the Textbook Department will provide you with a surplus book form requesting surplus books. It is imperative that you send back your surplus books.  If we have books that are going unused in the schools, it makes it more difficult for the Textbook Department to distribute books.  We will have to pick up your surplus books at our convenience to distribute the books to other schools.  You may or may not be in the building when this takes place.  Please cooperate with us, and we guarantee you that if you need books, you will get them in an expedient manner!   
B.
Textbook Security



             1.
Keep your books in a secure, locked book room.  Only you and the principal should have the key.



2.
Require written requisitions from teachers for books--it will help you tremendously in keeping up with your inventory.  Forms on NCR paper work well; the teacher keeps the back copy, and the original is kept by you.  Have teachers sign off when they return books.

3.  
You can keep your own textbook inventory check out information on your 
computer using the Hayes system or a system of your choice.



C.
Out of Adoption


Textbooks on which the state contract has expired are considered out of adoption.  These out of adoption textbooks may be retained by the campus and used as supplemental material.  They may also be donated to students, adult education programs, and other non-profit organizations (who will not sell them).  Out of adoption textbooks may not be sold by school districts, schools, or district employees.  Any out of adoption textbooks that a campus no longer wants will be returned to the district textbook department.  You will be given instructions for pick up.


D.
Consumable Textbooks


Consumable textbooks are designed to be completely used and written in throughout 
the year.  Consumable textbooks are not to be sent with student records when a 
student transfers out of the district.


E.
Damaged/Lost Textbooks


The dollar amount of textbooks lost each year continues to be a serious problem.  Actions against students who fail to pay for lost or damaged books, while up to each principal, would be more effective if the school district could present a consistent policy.  Available actions are:



1.
The assistant principal or the team leader should keep a copy of each teacher's book check out sheet.



2.
Teachers should stamp their names in the textbooks next to where the student will sign them out.  Lost textbooks should be returned to campus textbook coordinator only.



3.
Schedule several book checks per year (9 work well).  In secondary schools, announce the day before over the public address system that there will be a locker/book check.  (You could charge a fine to have books returned to the student to whom it was checked out.) Don't wait until the last week of school to secure your books.  Do it all through the year.



4.
Some assistant principals prefer to evaluate all of the damaged books in their building to insure that fines are consistent.  This may be done gradually or on an assigned day early in May.



5.
Letters are sent home to parents whose children have lost or damaged books.  A sample letter is provided in the Appendix.  There is also a Lost Textbook Notification form available in the Appendix in order to document attempts in collecting for books.



6.
A note may be sent informing the parents that the student has fees that are not clear, and they must come by the school to pick up the student's report card.  This is not withholding records, but an alternate delivery method for report cards.  Remind parents who fail to pay that textbooks will not be issued to the student the next year until charges are paid in full.  Parents could be requested to sign a waiver stating that their child will not be issued textbooks to take home if they choose not to pay.  (See Appendix for sample).  Assistant principals may use their discretion in reducing fees for low income students (those who are on the free lunch program).  They may also provide a payment plan for the parents (see Appendix). Book fines should cover the remainder of the cost of the book.  Some campuses require students to work at the school to be absolved of their lost book fees.



7.
The departments pay for unrecovered books out of their textbook activity funds.  The teachers will be much more diligent in collecting books if lost books affect them directly.  (There could be exceptions for students who drop out and fail to return all books, or other special cases.)

8.
If you are at an elementary or middle school, send a list of 5th or 8th grade students who have not paid for lost books to their new school.  The assistant principal will usually refuse to issue books until they provide a paid receipt for lost books from their old school.



9.
Seniors should have all fines clear before graduation.  Some schools do not allow them to march with unpaid fees.  At the very least, you can hold their diplomas until they pay their fees.


          10.
Get teachers completely out of the loop of textbooks by using a bar code system.  Bar code all textbooks with the ISBN number and an accession number.  Textbooks could be bar coded by students before they are taken up in the spring.  Issue books a few days before school starts. All textbooks could be brought to one central location or the bookrooms.  Students would be scheduled by grade level to come to the school, receive their schedules, locker numbers and combinations, their student identification cards, purchase their parking stickers, and check out their textbooks.  Parent volunteers and National Honor Society students could join with the assistant principal to check out the books using bar code readers.  This would require the purchase of software for the assistant principal's computer and  bar code readers. Textbooks would be returned by all students after they take their final exams.  they would go to specified locations or a book room to return their books and have the books scanned to document that the books were returned.

 11.
All fines must be clear for Juniors and Seniors to be exempt from their final exams.

 12.
Charge a $10.00 late fee for each textbook returned after the designated date (the final exam day or another date designated by the building textbook coordinator).




        13.
Set a fine for each bar code that are removed from textbooks (all 





newly adopted secondary textbooks will be bar coded). Suggested fines 




range from $2.00 to the cost of the book if it is suspected stolen.


F.
Book Covers and Report Card Covers


Book covers are available through the textbook department.  


G.
Textbook Audits


All campuses will have their textbooks audited each summer.  The District Textbook Coordinator and staff will conduct the audits.  The assistant principal will be notified several days in advance.  



The annual Textbook Inventory should be conducted by the assistant principal prior to the textbook audit.  Any time the campus textbook coordinator does an inventory, every book, teacher edition, and system must be counted.  IT IS IMPORTANT TO REPORT OVERAGES AS WELL AS SHORTAGES!  Overages indicate a shipping error, and someone else in the district is short books. The District Textbook Coordinator will use the numbers of each title  for comparison with the audit numbers to determine if recounts of selected titles are  necessary.  Those recounts should be conducted the day of the audit by the Textbook Department staff with the assistant principal.


H.
Audit Protocol


Prior to the Textbook Audit, all books should be returned to the book room(s).  This includes student textbooks that were checked out to teachers.  You will be charged for any books that are not in your book rooms.  Teachers Editions will be counted.

Textbooks MUST be stacked 5 books spine in and 5 books spine out or every 5th  book turned in a different direction.  Leftover books in stacks less than 5 should all be stacked on the same side of the shelf. This arrangement cuts counting time significantly and minimizes errors.



If you must stack books more than one deep, please make sure that there is an equal number on all rows.   It is recommended where possible the books be stacked so that the second row of books is visible. (back row vertical, front row horizontal all spine up.    If you do not do this, you may find you are short books when school starts.

 TEXTBOOK CALENDAR

WHAT?






WHEN AND HOW?
       AUGUST/SEPTEMBER
VERIFY SUMMER DELIVERY


Before school starts provide the Textbook

OF TEXTBOOKS




Coordinator with a discrepancy sheet.

REQUISITION TEXTBOOKS


Daily to weekly - supplemental requisition (computer) 





as membership increases 

RETURN SURPLUS CURRENT


Any time - Textbook Return Form

ADOPTION TEXTBOOKS
CATASTROPHIC LOSS



Any time - call to request form 

TEXTBOOK REPLACEMENT
PAY FOR LOST/DAMAGED


Any time - see FBISD Activity Fund 








Manual

NEW TEXTBOOK COORDINATOR 

ORIENTATION




August 
TEXTBOOK PROCEDURE TRAINING

September - elementary








September - secondary

               OCTOBER/NOVEMBER/DECEMBER
REQUISITION TEXTBOOKS


Weekly - supplemental requisition form 







(computer) as membership increases
RETURN SURPLUS CURRENT


Any time - Textbook Return Form

ADOPTION TEXTBOOKS
CATASTROPHIC LOSS 



Any time - call to request form 

TEXTBOOK REPLACEMENT
PAY FOR LOST/DAMAGED


Any time - see  FBISD Activity Fund

TEXTBOOKS
Manual

COMPUTER INSERVICE                                         Date to be announced

     WHAT?
        WHEN AND HOW?
JANUARY/FEBRUARY/MARCH
REQUISITION TEXTBOOKS


*Before February 1- TEA will not accept 







textbook orders after February 15.  We need 







your help in projecting your school's needs so 







that a final order may be placed with TEA 







before the deadline.

CATASTROPHIC LOSS



Any time - call to request form 

TEXTBOOK REPLACEMENT
PAY FOR LOST/DAMAGED


Any time - FBISD Activity Fund

TEXTBOOKS




Manual

BUILDING TEXTBOOK



February - date to be announced
COORDINATORS MEETING


assistant principals and secretaries/








textbook clerks

REPORTS DUE TO TEXTBOOK


February - Last week of the month

COORDINATOR:  MEMBERSHIP
& ANNUAL TEXT REQUISITION

APRIL/MAY
PAY FOR LOST/DAMAGED


Any time - see FBISD Activity Fund

TEXTBOOKS




Manual

BUILDING TEXTBOOK





COORDINATORS MEETING
     WHAT?

WHEN AND HOW? 

JUNE/JULY/AUGUST
RETURN OUT-OF-ADOPTION


*June 1-15 - Use Textbook Return form and

WORN OUT, AND SURPLUS


Textbook Dept. will schedule pick up.  

IN ADOPTION TEXTBOOKS 

INVENTORY, UPDATED  



*June 15 - Any supplemental requests

ANNUAL MEMBERSHIP, AND


over 25 books per title must be justified in 

SUPPLEMENTAL ORDER DUE


in writing after this date.

BALANCE OF MONEY FOR LOST

*June 15 - Order requested replacement 

TEXTBOOKS DEPOSITED IN


textbooks.

CENTRAL TEXTBOOK ACTIVITY FUND 




SECONDARY MID-SUMMER


*July 1- if the building textbook 


MEMBERSHIP REPORT DUE


coordinator is not on campus, please make 


sure your principal does this report.  Another 


supplementary order may be appropriate 


at this time.








Once you have returned to work, update your 







membership weekly and order books as 







needed.

SUMMER TEXTBOOK DELIVERY

July - August

* KEY DATES

Appendix

The appendix contains examples of various forms which may prove useful in your school.  

1.
Textbook management forms for teachers and the assistant principal

2.
Various textbook inventory forms

3.
Forms dealing with lost or damaged books

Most of these forms are in use in our schools and were developed by an assistant principal.  Thank you for sharing your ideas!  Some were developed in other school districts and shared by their textbook coordinator.  These are for your use, and may be duplicated as you need them .  Some of these forms would be great on NCR paper so that the teacher may keep a copy and send the other copy to the assistant principal.

Don’t forget that you can create a teacher data base (it can be as small as a record for each team leader or department head, depending on how you distribute books).  On the Hayes textbook inventory system, you can check out books to a teacher or department head, and by keeping a running computer inventory, you can compare the current membership in that grade or course with the number of textbooks in storage and checked out to determine if you need to order additional books.  Please call the textbook office if you would like some help in setting up this data base.
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