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District Instructional Materials Coordinator

The District Instructional Materials Coordinator (DIRS) shall perform the functions set out in the statutes and regulations and such other duties as may be prescribed by the Superintendent.

The DIRS is responsible for the following:

· Supervising all Instructional Materials (IM) activity within the district and coordinating all IM activity with TEA.

· Train new campus Instructional Materials coordinators.

· Maintaining Tipweb software program.

· Conduct annual physical inventory of all current adoption IM at campuses and warehouse.
· Maintains all records of activity including IM distribution to and from all campuses.

· Administration of money for lost IM and for replacement of lost materials.

· Ordering of IM including EVI (Braille and Large Print)
                    Principal

Principals are accountable for all IM including student editions, teacher editions, and teacher ancillary materials issued to their campuses.

Principal’s responsibilities are as follow:

· Choose a staff member to be Campus IM Coordinator

· Require regular IM book checks be conducted.

· Ensure that the invoice has been paid to the DIRS by the due date.

No refunds from the administration office will be made for IM found by the campus or by students once the invoice has been paid.

Campus Instructional Materials Coordinator

Campus IM coordinators are responsible for processing and issuing of IM to the students and staff, and communication with the DIRS.

Campus IM coordinator responsibilities are as follows:

· Ensure all Instructional Materials are labeled with ISBN and accession numbers.

· Require regular IM book checks to be conducted.

· Receive and check shipments of IM to campus.

· Distribute and collect all IM to students and campus staff using the Tipweb system.

· Ensure when returning teacher ancillary materials that all items are returned.
· Maintain accurate records and copies of all pick tickets (shipments), call tags (returns), copies of audits and copies of paid invoices.
· Return all IM to DIRS for classes that will not continue next school year.
· Report any IM that needs to be replaced due to destruction or normal wear.
Teacher

Teachers are accountable for all IM that are issued to them including class sets, complementary copies, student copies not issued to students, teacher editions and teacher ancillary materials.

Teacher’s responsibilities are as follows:
· Conduct periodic IM checks as required by the principal.

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

· Notify campus IM coordinator of any surplus materials that may need to be returned to the warehouse.

· Notify the campus IM coordinator when additional materials are needed due to change of enrollment.



Student / Parent or Guardian
· Insure proper use and care for all IM.

· Returns IM at the close of the school year, end of the course, or at the time of student withdrawal, whichever is applicable. 
· Reimburse the district for any lost, destroyed, or damaged Instructional Materials issued to that student. TEA code 31.104 (d) states each student, or student’s parent or guardian is responsible for each Instructional Materials including electronic textbooks and all technological equipment not returned in an acceptable condition by the student. A student who fails to return in an acceptable condition all Instructional Materials, electronic textbooks and technological equipment forfeits the right to free Instructional Materials, including electronic textbooks, and technological equipment until each textbook, including electronic textbook, and all technological equipment previously issued but not returned in an acceptable condition is paid for by the student, parent, or guardian. If a student loses an Instructional Materials and fails to return or pay for it, the school shall allow the student to use the materials at school during each school day but not to be assigned any Instructional Materials for out of class use.
Workbook & Worktext order process

· DIRS will e-mail workbook order forms to appropriate IM coordinators for approved workbooks and worktexts to be offered to campuses for ordering.
· Campus IM coordinators fill in the quantity needed and e-mail back to the DIRS no later than the due date given on the order form.

· The DIRS will place workbook orders with the publishers and request May ship dates. 
· Campus IM coordinators are responsible for verifying the titles and quantities received. Any discrepancies are to be noted on the packing slip or pick ticket, a copy made and sent to the DIRS, where the DIRS will contact the publisher.

Workbooks ordered by the campuses are the responsibility of that campus and will be stored at that campus only. Workbooks ordered and not used, will be the campuses responsibility to either have the publisher pick them up or to recycle them at their campus. 
Worktexts are subject to requests of surplus to be returned to warehouse if needed for other campuses. Any unused worktexts are to be kept and used in the upcoming year.
Campus annual order 
Campus IM coordinators place an annual order in Tipweb no later than the last day of June for additional IM needed for the upcoming school year based on the following information:
· Enrollment forecast
· Teachers forecast
· Course/scheduling changes
Once verification is made that a campus is eligible for the materials ordered, the order will be processed as quickly as possible by the warehouse. Any items placed on backorder will be sent to the campus once shipments from the suppliers are received and processed. 

Campus IM coordinators are responsible for verification of the titles and quantity of IM received. All discrepancies must be noted on the pick ticket and brought to the DIRS attention. A campus has 10 days from the date of the delivery to report any discrepancies. All orders that are not received in Tipweb-IM by campuses after 10 days will be automatically received by the DIRS and any discrepancies will be the cost of the campus.
Growth IM Orders
Additional IM orders need to be placed for the following:

· Enrollment change
· Teacher change
· Scheduling change
· Materials requested by teachers for ancillary items.

· Replacing lost or damaged materials

Procedures for placing addition IM orders:

· Campus IM coordinator places approved order in Tipweb for materials. 
· DIRS verifies the eligibility of the requested materials.

· Once approved the warehouse will fill the order as completely and quickly as possible. Any back order items will be sent to the campuses once they have received and processed the items from the suppliers.
· Orders that do not meet the eligibility, the DIRS will call or e-mail campus for additional information. If the eligibility for additional materials is not met, the campus will need to locate the books on their campus.

· If the textbook warehouse does not have the quantity needed to fill order the DIRS will locate surplus materials in the district or order from TEA or publisher.
· The campus IM coordinators are responsible for verifying the titles and quantities received. Any discrepancies must be noted on the pick ticket and brought to the DIRS attention. Campuses have 10 days from the date of the delivery to report any discrepancies.

· Campus IM coordinators will complete the order in Tipweb upon receipt of the ordered items. 
Return of Instructional Materials
Reasons a campus might return materials to the warehouse:

· Surplus

· Damaged (Destroyed)

· Wrong Instructional Materials sent to campus

Procedures for returning materials

· Campus staff informs campus IM coordinator of a need to return materials. 

· Campus IM verifies the need to return materials and places an adjustment in Tipweb. 

· The campus IM coordinator must determine the type of return to be made by using the guidelines for destroyed and worn out IM and enter it correctly in Tipweb. 

· Destroyed - IM that has been identified no longer usable by the district due to act of God, fire, or body fluids and no payment is expected by the student, parent or guardian.  Campuses must submit a Destroyed Adjustment for the number of copies of IM, pending approval.  Use note field to explain reasons. Materials will be picked up and discarded by the warehouse.
· Worn– is identified by everyday use by students, not neglect or misuse, campuses will submit a Worn adjustment.
· Campus IM coordinator then will box up the materials to return, see directions for returning surplus materials. 

· The warehouse will verify the returned materials and fill out the call tag, sign and return the colored copy to the campus.

· The warehouse will complete out the adjustment in Tipweb.

Additional information when returning materials:

· When returning materials that have body fluids, mold, etc. mark on box CONTAMINATED. 

· The IM department has a limited supply of empty boxes, so please keep boxes from previous shipments to use when retuning materials. 

· When returning multiple types of returns, example: worn, destroyed and surplus. All boxes will need to be marked the type of return, this will assure that your inventory counts will be correct. Example: FES worn 1 of 2, FES worn 2 of 2, FES surplus 1 of 1, etc.

· Always include a copy of the call tag (adjustment).

· No campus to campus transfers are allowed all IM must go through the district.
Process for returning surplus
· Verify amount to ship back to warehouse

· Create adjustment in Tip web. 

· Print copy of the adjustment by clicking on the report icon and tape to outside of Box # 1
· Box up all materials to be returned; if the student book came with CD or other materials return those as well. Please do not use boxes bigger than a copy paper box or boxes falling apart. If boxes are needed please call 6965.
· When returning teacher materials, please click on the textbooks details then component tab for a complete list of materials to return for that bundle/package
· Label every box with campus initials and box # of --.

· When returning teacher ancillary kits, pack only one complete kit per box and mark outside of box the name of the kit or package.

· E-mail District Instructional Resource Specialist (Cherie Crews) the number and locations of boxes and a work order will be created to have the materials picked up from campus.
Returning Teacher Ancillary Materials
Teacher editions and ancillary materials are the property of Keller ISD and surplus materials are to be returned to the warehouse upon request from the DIRS.
When returning teacher edition or ancillary materials to the warehouse, all materials must be included; if items are missing, campus will be invoiced for missing materials, payment or missing materials are due in seven days of receipt of invoice.
Reasons a campus might return teaching materials:

· Surplus

· Wrong materials

· Damaged in shipping

Procedures to return teacher materials:

· Campus IM coordinator places return surplus adjustment in Tipweb, box up the materials, print off a copy of the adjustment and place inside the box (marking it packing list enclosed) and marking all boxes with campus initials and box number. Example FES 1 of 5. 
· For Math, Science, and ELA bundles (grades K-5) IM coordinator will print off return list and verify materials to be returned by signing and dating form
Campus IM coordinator e-mails DIRS the location and number of boxes to be returned 

· Warehouse verifies title and quantities returned and completes out the adjustment in Tipweb, signs the adjustment and returns the colored copy to the campus.

· Credit will not be given for incomplete student editions, teacher editions or teacher ancillary packages. 
· Warehouse will verify all teacher ancillary packages / bundles upon receipt and will notify DIRS of any missing items. Campus will receive an invoice for the missing materials, either the materials or payment is due within seven days of receipt of invoice unless other arrangements have been made PRIOR to the due date.
Process for returning ELA, Math, Science, and Social Studies TE packages (K-5th)
· Task will be sent to campuses requesting surplus materials to be returned, campus will accept or deny task (if denied please indicate reason for denial)

· Campus prints return check off list for each package to be returned, check off materials as they are packed 

· Attach list to top of box, ONLY one teacher package per box

· E-mail District Specialist (Cherie) the location and number of boxes to be picked up, work order created for pick up

· Warehouse staff will verify the return and notify District Specialist of missing materials

· District Specialist will invoice campus for missing materials (The check off list includes the replacement costs of each item)

· Campus locates missing materials or pays invoice within one week of receipt of invoice

· Once payment has been received, district will remove the completed package from campus inventory

· Missing Materials order and replaced by district

· Warehouse will send complete teacher package to requesting campus

Our goal is to have the needed materials to students and teachers in a timely manner; in order do that we rely on campuses to return surplus materials as quickly as possible when requested to do so. 

The link below is another tool that will provide pictures of the materials for each package per grade level for Texas Treasures (K-5th). Once you have clicked on the link, select grade level, select image.

http://portal.kellerisd.net/functions/learning/core/la/ELA%20Documents/Forms/AllItems.aspx?RootFolder=%2Ffunctions%2Flearning%2Fcore%2Fla%2FELA%20Documents%2FTexas%20Treasures%20Ancillary%20Materials&FolderCTID=0x0120006F3BD2DD91B64149B0F52EFABFEEA634&View={E57D10FC-8E9D-4887-B83B-DD5DDC9BF15E}[image: image1.jpg]KELLER ISD
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Out of Adoption procedures

During the year before a new adoption the following process will occur:
· Warehouse staff delivers Gaylord boxes and pallets to campuses
· Campus IM coordinator will ensure that the IM are disposed of in the boxes, separating student editions from teacher editions, teacher ancillary materials and workbooks; these will need to be in a separate box.
· Campus IM coordinator will e-mail DIRS with location and number of pallets to be picked up.
· Warehouse staff will pick up the out of adoption materials.

·  DIRS will remove all out of adoption materials off campus inventory.

Managing Instructional Materials at campuses
Campus IM coordinators will distribute and collect the student IM and teacher editions using Tipweb system. Book checks should be performed at least once during the school year; any lost IM at that time should follow these procedures:

· Conduct book check

· Materials that cannot be accounted for will be marked as lost in Tipweb and lost books letters will be sent home to parents or guardians.
· IM that are paid for, the status will be changed in Tipweb to “paid” and new materials will be distributed to the student.
· Teacher editions will be inventoried by the campus IM coordinator and reported to the DIRS at the end of each school year.

· IM should be kept in a secure location with limited access.

Inventory audit Guidelines

All IM charged to the campus must be gathered together in a secure location. If more than one location is used to house the IM please provide that information to the DIRS. 

Campus IM audits are conducted the first two weeks of June.

Preparation for campus IM audit:

· Campuses will receive a campus inventory audit packet mid-April, included in this packet is:

Letter to campus IM coordinator.

IM Coordinator information sheet that needs to filled out and returned to the DIRS by June 1st.
Audit control sheet

Inventory procedures sheet 
Audit calendar with date and times for each campus 

A uniform method of stacking books will make for an organized and smooth audit. Books should be stacked the following ways;

· Elementary campuses should be arranged by grade. For titles with more than one volume, all volume 1’s together, then volume 2’s. etc.
· Secondary grades-books should be arranged by subject
· Books are to be place with 5 books spines in and 5 books spine out.

· Complementary Copies are to be kept in classrooms, not the bookroom; and should be marked as such.
· Audit control sheets are to be filled out by the campus IM coordinator for every title, and placed above the proper title with the campus IM coordinators count listed on the sheet. Audits will need rescheduled if audit control sheets with campus counts are not posted at time of audit.
· The campus IM coordinator will need to be present to expedite the audit if at all possible.
· Campuses are to have the IM ready by their scheduled audit date and time, if they are not ready the audit team will re-scheduled at the convenience of the DIRS.
· Audits are electronic and campuses can print the audit report prior to submitting to district.
· DIRS will create an invoice with the amount owed and the due date of the invoice.
· After the campus audit, campuses are to forward a list of IM that students have returned or the campus has found weekly or bi-weekly to the DIRS, corrections will be made and an updated invoice will be e-mailed to the campus IM coordinator.
· All invoices are due on the 2nd Friday of September, corrections will be made to the campuses inventory after payments have been received and no credits will be given to campuses for found IM.

End of year closing
· Campus IM coordinators collect the student materials for auditing, (teacher editions will be inventoried by campuses)
· Once all materials have been collected, the campus IM coordinator will change the status of the IM that have not been collected to lost and print the lost materials letters to be sent to the parents or guardians.

· If a student finds their IM, the campus IM coordinator will change the status of the materials from lost to return storage and notify DIRS.
· End of year closing in Tipweb will need to be performed by the campus IM coordinator prior to the coordinators last day of their contract. 
                  Directions for returning surplus

· Verify amount to ship back to warehouse

· Create adjustment in Tip web. 

· Print copy of the adjustment by clicking on the report icon and tape to outside of Box # 1
· Box up all materials to be returned; if the student book came with CD or other materials return those as well. Please do not use boxes bigger than a copy paper box or boxes falling apart. If boxes are needed please call 6965.
· Label every box with campus initials and box # of --.

· When returning teacher ancillary materials, pack only one complete kit per box and mark outside of box the name of the kit or package.

· E-mail DIRS the location and number of boxes and a work order will be created to have the materials picked up from campus.

	Month
	Description

	
	· 

	August
	· Step # 3 of closing in Tipweb

· Order any additional materials needed for growth

	September
	· Instructional Materials Invoice Due

	October
	· 

	November
	· 

	December
	· Mid-Year book Check

	January
	· 

	February
	· 

	March
	· Workbook order Forms sent to campuses 1st week of March

· Workbook order forms due last week of March

	April
	· 

	May
	· Workbooks arrive for following school year, verify shipment

· Collect Instructional materials
· Return any surplus materials

· Return any EVI (Braille or Large Print) materials to warehouse

	June
	· Complete steps 1 & 2 of closing in Tipweb

· Send out lost Instructional Materials letters to parents / guardians

· Submit Instructional Materials annual order for following school year for growth

· Instructional Materials audit


Glossary
· IM-Instructional Materials

· DIRS-District Instructional Resource Specialist (District Textbook Coordinator)

· Warehouse-Location of Instructional Materials

· IM Coordinators-person at the campus that handles the IM, usually the assistant principal
· Pick Tickets-Paperwork for shipments from the district to the campuses in Tipweb

· Requisitions-Order for IM thru Tipweb

· Call Tags-Paperwork for returns from the campus to the district in Tipweb

· Adjustments-Order for retuning IM thru Tipweb

· Tipweb- IM tracking systems (Hayes)

· Lost-IM that cannot be located or materials that have been damaged by the student and is no longer usable by the district and payment is required

· Destroyed-IM that is no longer usable by the district due to an act of God, body fluids or mold and payment is not required

· Worn-IM that is no longer usable by the district due to normal ware and tare and payment is not required

· Workbook-Consumable materials 
· Gaylord-4x4x4 boxes-used to remove large amounts of materials off campuses

· Audit-annual counting of IM done by DIRS
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