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Instruction
Instructional Materials Selection and Adoption
Textbooks and instructional materials, both print and non-print, are selected based on quality and educational value, and must contribute to a general sense of the worth of all individuals regardless of sex, race, religion, nationality, ethnic origin, disability, or any other differences which may exist.

The Superintendent shall recommend to the Board for consideration and adoption all instructional materials based upon the recommendations of the curriculum committees.  The Superintendent's recommendation to the Board shall include the following information:

•
recommended texts, including the title, publisher, copyright dates, number of copies desired and cost;

•
texts being replaced, publisher and copyright dates;

•
rationale for recommendation; and

•
selection method.  

LEGAL REF.:
105 ILCS 5/28-1 et seq. [Ill. Rev. Stat., ch. 122, ¶ 28-1 et seq.].

CROSS REF.:
6.210, 7.10

Adopted:  October 17, 1994

Administrative Procedure
American Academic Orders:

1. The Business Office will provide each building its dollar allocation for supplies and materials.

2. Building Principals will be issued a series of purchase orders for the American Academic orders.

3. Teachers will use American Academic order forms to identify needed supplies for the coming year.

4. Buildings will compile all individual orders and prepare one purchase order for all materials.

5. It is the building principal’s responsibility to maintain individual order information in order to confirm and track orders with invoices as supplies arrive.
6. Each Building will forward the purchase order and necessary accompanying background information to the school district office for approval and submission to American Academic.

7. The District office will mail all orders to suppliers.

8. American Academic will fill all orders and ship directly to each individual school building.

9. Building principals will be responsible for confirming receipt of all materials and providing the Business Office with an “Okay to Pay” on the purchase order.

10. Should materials be incorrectly ordered, missing, backordered, or in some way not to the satisfaction of the teacher (building principal) it is the building principal’s responsibility to contact the vendor and obtain a suitable remedy prior to submitting the “Okay to Pay” order to the Business Office.

11. The Business Office will pay the vendors for materials received.

Textbook Order Sequence
1. The Business Office will provide building principals with financial information regarding the purchase and acquisition of textbooks and instructional materials for the coming year.

2. Building principals will meet and develop building orders for workbooks, textbooks, and other instructional materials needed for the coming year.

3. All new texts must be placed on public display for 30 days and voted for approval at the regular meeting of the Board of Education in March.

4. Once instructional materials have been approved and numbers have been established by building principals, building principals will each submit a purchase order for instructional materials to be delivered to their individual buildings.

5. It is the building principal’s responsibility to maintain ordering information that will allow them to verify numbers, titles, and teacher use.  Similar to the supply orders, each building should maintain records of all requisitions used to develop the purchase orders for submission to the Business Office.

6. In order to ensure delivery prior to the end of the school year, orders need to be processed by April 1st.

7. Once materials arrive in the buildings, it is the building principal’s responsibility to confirm numbers, appropriate titles, and distribute materials to teachers.

8. If there is a problem with the order, it is the building principal’s responsibility to contact the publisher to arrange a remedy.

9. Once the building principal is satisfied that all materials have arrived and are in their proper order, an “Okay to Pay” order will be given to the Business Office to process payment.

Adopted:  August 20, 1997

