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INSTRUCTIONAL MATERIALS RESPONSIBILITIES
Texas Education Code 31.104 (d): Each student, or the student's parent or guardian, is
responsible for all instructional materials and technological equipment not returned in an
acceptable condition by the student. A student who fails to return in an acceptable condition
all instructional materials and technological equipment forfeits the right to free instructional
materials and technological equipment until all instructional materials and technological
equipment previously issued but not returned in an acceptable condition are paid for by the
student, parent, or guardian.
Student, Parent, and/or Guardian
The student, parent, and/or guardian is responsible for the student’s instructional
materials once it has been issued to the student. This includes the return of the materials
to the school district at the end of the semester, school year, or if the student withdraws
from the District.
Students, parents, and/or guardians are responsible for the following:




Must ensure proper use and care for all instructional materials;
Must return instructional materials at the end of the semester, school year, or if the
student withdraws from the District, as determined by the campus; and
Must reimburse the school for any lost, destroyed, or damaged instructional
materials issued to that student.

Each student, his/her parent(s) and/or guardian(s), shall be responsible to the teacher for
all instructional materials not returned by the student. Any student who fails to return all
materials shall forfeit his/her right to free instructional materials until the materials
previously issued are paid for by the parent/guardian.
Writing in or marking on a non-consumable textbook is not allowed. Any misuse of
instructional materials due to carelessness or neglect may be considered cause to assess a
fine to the student for the damaged materials.

Principal
Principals are accountable for all instructional materials, teacher materials, and kits issued
to their campus.
The Principals’ responsibilities are as follows:


Choose a staff member to be Campus Instructional Materials (“IM”) Facilitator –
Usually the Assistant Principal
 Require that regular instructional material inspections are conducted.
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Campus Instructional Materials Facilitator
Campus Instructional Materials Facilitator (“Campus IM Facilitator”) should have the
following responsibilities:














Keep complete records of instructional materials transactions including,
communications, delivery tickets, and inventory counts.
Conduct an annual physical inventory of all instructional materials, teacher
materials, and kits.
Report all materials which need to be replaced due to destruction or wear.
Collect fines from student(s) for lost or damaged materials. Any lost or damaged
instructional materials, teacher materials, or kits for which a fine has not been
collected must be paid from campus funds as designated by the Principal.
Process instructional material requests for their campus.
Require that all instructional materials be labeled.
Distribute all materials to students and staff.
Count and sign, as ‘received’, shipments of materials to campus.
Notify the Instructional Materials Director of any shortages or surplus in deliveries.
Keep surplus materials in a secure room. Keep the bookroom neat and organized.
Keep damaged and out-of-adoption materials on campus for donation or destruction
at the end of each school year.
Verify and return complete teacher editions or kits if requested by the District
Instructional Materials Director (“District IM Director”).

Campus IM Facilitators are responsible for conducting a physical inventory at the end of
each school year. You will be given a Inventory Worksheet in early Spring. The inventory
results must be accurately reported to the District IM Director before the Campus IM
Facilitator leaves for the summer break.
When sending materials back to the Director, the Campus IM Facilitator needs to ensure
that the items are packed in a box no larger than a copy paper box. Label the box with the
school name, title, and quantity of each title on the outside of the box. It is the
responsibility of IM Director to retrieve surplus instructional materials and redistribute all
instructional materials as necessary.
Textbooks and Instructional Materials are permitted to be transferred between schools
provided the District IM Director receives the ORIGINAL transfer form with the required
signatures affixed.
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Teacher
Teachers are accountable for all instructional materials assigned to the class(es) in which
they teach.
Teacher responsibilities are to:








Maintain an accurate record of all instructional materials received.
Conduct periodic material inspections as required by the District IM Director or
Principal.
Ensure that instructional materials have the name of the student in the appropriate
place in the textbook.
Notify the District IM Director and Campus IM Facilitator if books are lost or
damaged.
Notify your Campus IM Facilitator when additional materials are needed. Do NOT
contact the District IM Director yourself. First point of contact should always be
your Campus IM Facilitator.
When returning teacher editions or kits, teachers need to verify that ALL
components of the teacher edition or resources/kits are included..

Instructional Materials Inventory
The Principal and Campus IM Facilitator are responsible for collecting instructional
materials at the end of each school year. Teachers will first collect textbooks from all
students and stack them by the 5-count method – that is, 5 book covers facing forward
and 5 book covers facing backwards – for easy inventory counting. The school is
responsible for collecting money for lost/damaged materials BEFORE the student
leaves at the end of the school year.
In April / May, the District IM Director will provide the following to each Campus IM
Facilitator:



A copy of the campus inventory listing titles and quantities
A copy of the Inventory Procedures

The Principal and Campus IM Facilitator are responsible for gathering all instructional
materials to a designated area for an inventory count. A clear, concise description for the
location of books should be provided to the District IM Director prior to May 31st. (Roxane
Greer – SPED COOP – 432-586-1060)
Physical audits will be conducted by the District IM Director and audit team. Campuses and
its administrators will be notified in early May if their campus is going to have a physical
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audit. Audits will occur in late May or early June. The assistance of the Campus IM
Facilitator is required to expedite the audit.
Each campus needs to complete the inventory count of all materials BEFORE the audit
team arrives. The audit team then will conduct an audit and confirm numbers.
All books should be arranged by subject and grade and clustered in stacks by the 5-count
method – 5 with covers facing forward, then 5 with covers facing backward. All books
should be stacked in this manner, regardless of the depth of the shelves. At the elementary
level, books should be arranged on the floor or bookshelf (not in desks or lockers) by
subject in each classroom or the bookroom.
There will be ONE inventory audit/visit. The count is final and losses are to be paid
immediately.

Return of Teaching Materials
All teacher editions and teacher resource guides (“TE/TR”) are to be used by the campus
staff while employed with Kermit ISD and must be returned to the District IM Director if a
request is made.
*****If a teacher leaves a campus, ALL teaching materials will STAY at the school
unless otherwise instructed by the Principal or District IM Director. The Campus IM
Facilitator and exiting teacher MUST perform an inventory audit of all items in the
TE/TRs by using checkout system through the library. When returning teacher editions
and/or teacher resource kits to the Bookroom, all materials must be included. Contents
should be neatly arranged in the original box or boxes about the size of a copy paper box.
Each box must have the name of the school and the grade level marked on the box. Tape a
component list to each box with the materials inside inventoried and checked-off. Tape the
bottom of the boxes to reinforce the box strength, but do not tape shut the box lid.
Reasons a campus might return teaching materials to the IM Director include:





Surplus
Damaged teacher kit
Wrong materials for that particular campus (e.g., Bilingual campus with nonBilingual materials)
Out-of-Adoption materials
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Instructional Material Return Procedures
Following are the procedures to be used when returning instructional materials to the IM
Director.
A few reasons a campus might return books to the IM Director:





Surplus
Damaged books
Wrong book for that particular campus
Out-of-Adoption materials

1. These materials MUST be properly boxed and labeled by campus staff.
2. The campus name needs to be marked on each box. An inventory sheet must be
attached and the items listed by title and quantity.

Damaged Instructional Materials Return Procedures
If it becomes necessary to return damaged books to the IM Director, please follow the steps
below:
1. The materials should be placed in a box (no larger than a copy paper box) that is
marked DAMAGED.
2. If the Campus requires that the damaged materials be replaced, the Campus IM
Facilitator must put in a Textbook Request by email to the IM Director.
Instructional Materials Damage and Fines
A school district cannot require a student to pay for damage to instructional materials until
it is first determined that the student was, in fact, at fault. Generally, if textbook damage is
due to an act of nature (fire, flood, etc.) or third-party misconduct (theft), the student will
not be “at fault” and will not be required to reimburse cost for the damaged materials.
The law allows districts to waive or reduce payments for damaged textbooks if the student
is from a low-income family. The Board of Trustees determines these circumstances on a
case-by-case basis. 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 textbook:
1. Teacher contacts the Campus Instructional Materials Facilitator about damage and
gives book to him/her.
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2. A fine may be assessed using the chart below. If the charges exceed 50% of the cost
of the instructional material, then the material is considered destroyed and a fullprice replacement cost will be assessed for the textbook.
3. The student and parent must be informed by the campus principal in writing of the
following:
a. the title of the instructional material,
b. the amount of the fine owed, and
c. the date payment is due.
4. When the fine is paid, the money is to be deposited on a separate deposit slip to the
Business Office with the book information on it. The Campus is responsible for
giving the student or parent a receipt of payment.
5. Any damaged instructional materials that have been PAID IN FULL by a student
becomes the property of the student. Mark out the Kermit ISD label and write PAID
IN FULL and the DATE on the inside cover.
6. If a fine is to replace a lost textbook or other instructional material, the new
materials do NOT become the property of the student, but are given to the Campus
IM Facilitator for inclusion into the Campus inventory.
Use the following chart when assessing the damage to other instructional materials.
DAMAGE
Pencil marks
Ink marks
Torn page
Binding damage
Cover damage
Book damage
Lost book
Missing page
Inappropriate language

ELEMENTARY

JR HIGH / HIGH SCHOOL

.10 per page
.25 per page
.50 per page
$1.00 to total
$1.00 to total
Total price
Total price
Total price
Total price

.25 per page
.50 per page
$1.00 per page
½ to total
½ to total
Total price
Total price
Total price
Total price

Instructional Materials Out-of-Adoption Procedures
In 2011, Senate Bill 6 changed Out-of-Adoption (“OA”) procedures so that the District can
recycle instructional materials.
OA books can be given to parents or students, kept for reference use in the classroom, or
boxed up for donation/recycling. Each Campus can make this decision based on needs. We
strive to not throw books in the trash!
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If a campus chooses NOT to donate the books, please follow these steps:
1. Designate a location on your campus for the collection of out-of-adoption titles.
2. DO NOT return “In Adoption” materials by this method.
3. Use empty copy paper boxes or call the warehouse to purchase boxes to pack the
books. Store in another area on campus.
4. Box out-of-adoption resource kits and supplemental materials separately from
textbooks. Store in another area on campus.
5. Mark all boxes with the Campus name, “OA”, and affix an inventory list of each title
and quantity onto every box!
6. E-mail the District IM Director (rgreer@kermitisd.org) to notify her of the decision
on OA books.

Instructional Materials Request Procedures
Reasons a campus might request materials from the IM Director:






New student
New teacher
Lost or damaged materials in need of replacing
New adoption
Replacement of incorrect book sent to the campus

Request additional materials from the District Instructional Materials Director at 432-5861060 or by e-mail at rgreer@kermitisd.org.

Delivery Guidelines to Remember
Upon delivery of instructional materials to a campus, a designated staff member must
count each order before signing the transaction form. Any discrepancy should be noted on
the transaction form and copies made for both parties.
Always sign requisitions and delivery forms and keep a copy for your records.

Large Print and Braille Textbooks
The Texas Education Agency’s Textbook Division provides large print textbooks for the
visually impaired and Braille textbooks for the legally blind. In order for students to have
access to these materials requires that the students be certified as being either visually
impaired or legally blind in their ARD or 504.
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Newly adopted textbooks may take up to 6 months to be printed and shipped from the
vendor.
Order large type and Braille textbooks by emailing rgreer@kermitisd.org.

Dual Credit
All textbooks to support dual credit courses taught on KISD high school campuses will be
purchased using the district’s dual credit textbook account.
The High School campus will be responsible for distributing, inventorying and collecting
textbooks at the high school campus. Therefore, your assistance will be required to
distribute, collect, and account for dual credit textbooks.

Home based/Homebound Students and Teachers
Home based and homebound students remain enrolled at their home campus once they
enter the program, therefore, campuses will be responsible for checking out textbooks to
these students. Each campus will be responsible for tracking and accounting for all
textbooks checked out to homebound and home based students.
All homebound and home based teachers will receive their teacher’s editions from the
campus instructional materials facilitator.

Checking Out Textbooks to Parents
Occasionally, you will have a student with special needs or circumstances. Parents may
request two sets of textbooks – one for home use and one for school use. As long as the
campus is within our entitlement as a district, the IM Facilitator will be responsible for
determining whether to allow such needs to be met.
Keep a record of those students with special needs or circumstances who have two sets of
textbooks checked out to them. Should the IM Director contact the campus IM Facilitator to
justify ordering textbooks beyond the campus entitlement, this information would serve as
justification.
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Date

Textbook Request Form / Return Form
(Circle one)

Grade

Name of Book (Title)

Room Number

Quantity

Name of Teacher

------------------------------------------------------------------------------------------------------------------------------------------

Date

Textbook Request Form / Return Form
(Circle one)

Grade

Room Number

Name of Book (Title)

Quantity

Name of Teacher
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Student with Special Needs or Circumstances
Textbook Request Form
According to school board policy under the Responsibility for Books: Each student or his/her
parent/guardian shall be responsible for all books not returned by the student, and any
student failing to return all books shall be responsible for all books not returned by the
student, and any student failing to return all books shall forfeit the right to free textbooks
until the books previously issued but not returned are paid for by the student, parent, or
guardian. Education Code 31.104(d)
I, the parent of _________________________________, acknowledge the fact that I am fully responsible
for any and all textbooks issued to my child. I am aware that I will be financially responsible
to Kermit Independent School District for the replacement of any and all textbooks deemed to
be damaged due to negligence or some unforeseen circumstance.

Please print:

___________________________________________
Signature

______________________
Date

Name: ___________________________________________

SS# _______________________________________

Mailing
Address: _________________________________________

Apt # ________ DL# ______________________

City:

Zip Code: _________________________________

____________________________________________

Title of Textbook(s)

Textbook ISBN & Accession #

_________________________________________________

___________________________________________________

_________________________________________________

___________________________________________________

_________________________________________________

___________________________________________________

_________________________________________________

___________________________________________________

_________________________________________________

___________________________________________________

_________________________________________________

___________________________________________________

Please state in writing why you are requesting textbooks:
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
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Kermit ISD
248901
EQUIPMENT AND SUPPLIES MANAGEMENT
INSTRUCTIONAL MATERIALS CARE AND ACCOUNTING

Note:

Technology and
Instructional
Materials

CMD
(LEGAL)

For provisions regarding selection and adoption of instructional materials, see EFA.

Instructional materials selected for use in the public schools shall
be furnished without cost to the students attending those schools.
Except as provided by Education Code 31.104(d), a district may
not charge a student for instructional material or technological
equipment purchased by the district with the district’s technology
and instructional materials allotment. Education Code 31.001
Each instructional material, including electronic instructional material only to the extent of any applicable licensing agreement, purchased as provided by Education Code Chapter 31 for a district is
the property of the district. Education Code 31.102(a)–(b)

Allotment

A district is entitled to an allotment each biennium from the state
technology and instructional materials fund for each student enrolled in the district on a date during the last year of the preceding
biennium specified by the commissioner of education. The commissioner shall determine the amount of the allotment per student
each biennium on the basis of the amount of money available in
the state technology and instructional materials fund to fund the allotment. The allotment shall be transferred from the state technology and instructional materials fund to the credit of the district’s
technology and instructional materials account as provided by Education Code 31.0212. Education Code 31.0211(a)
The commissioner shall, as early as practicable during each biennium, notify each district of the estimated amount to which the district will be entitled during the next fiscal biennium. Education Code
31.0215(a)

No Appeal

The amount of the allotment determined by the commissioner is final and may not be appealed. 19 TAC 66.1307(d)

Delayed Publisher
Payment Option

A district may requisition and receive state-adopted instructional
materials before allotment funds for those materials are available.
The total cost of delayed-payment-option materials requisitioned
may not exceed 80 percent of the district’s expected allotment for
the subsequent biennium.
When a district submits a requisition for instructional materials under this provision, TEA will expend a district’s existing allotment
balance before applying the delayed payment option. TEA will
make payment for any remaining balance for a district’s order as
the allotment funds become available and will prioritize payment for
requisitions over reimbursement of purchases made directly by a
district.

DATE ISSUED: 7/5/2018
UPDATE 111
CMD(LEGAL)-P
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The commissioner shall ensure that publishers of instructional materials are informed of any potential delay in payment and that payment is subject to the availability of appropriated funds. Publishers
may decline orders for which payments could be delayed. A publisher’s decision to decline an order shall affect all of that publisher’s orders for which payments could be delayed. Publishers
may not selectively decline individual orders or orders from individual districts. Government Code Chapter 2251 does not apply to
requisitions under this provision.
Education Code 31.0215; 19 TAC 66.1312
Allotment
Adjustment
Change in
Enrollment

High Enrollment
Growth

Not later than May 31 of each school year, a district may request
that the commissioner adjust the number of students for which the
district is entitled to receive an allotment on the grounds that the
number of students attending school in the district will increase or
decrease during the school year for which the allotment is provided. The commissioner may also adjust the number of students
for which a district is entitled to receive an allotment, without a request by the district, if the commissioner determines a different
number of students is a more accurate reflection of students who
will be attending school in the district. The commissioner’s determination is final. Education Code 31.0211(e)
Each year the commissioner shall adjust the technology and instructional materials allotment of districts experiencing high enrollment growth. Education Code 31.0214(a)
High-enrollment growth adjustments will be based on the difference
between the district’s percentage of enrollment growth and that of
the state. Enrollment growth calculations will be determined each
fiscal year based on fall Texas Student Data Systems Public Education Information Management System (TSDS PEIMS) enrollment
data. The amount of the adjustment determined by the commissioner is final and may not be appealed.
If sufficient funds are available, high-enrollment growth adjustments will be granted once each fiscal year. Notwithstanding this, a
district that experiences an unexpected growth:
1.

Of at least two percent due to a natural or man-made disaster
or catastrophic event may apply for additional funding at any
time during a fiscal year.

2.

In its bilingual population of at least ten percent in any school
year may apply for additional bilingual funding at any time
during a fiscal year.

Any additional funding will be dependent on the availability of
funds.
DATE ISSUED: 7/5/2018
UPDATE 111
CMD(LEGAL)-P
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The per-student high-enrollment growth adjustment granted in the
second year of a biennium shall not exceed one-half of the per-student amount established as the biennial allotment.
19 TAC 66.1309
Permitted
Expenditures

The allotment may be used to pay for:
1.

Instructional materials on the list adopted by the commissioner under Education Code 31.0231;

2.

Instructional materials on the list adopted by the State Board
of Education (SBOE) under Education Code 31.024;

3.

Non-adopted instructional materials;

4.

Consumable instructional materials, including workbooks;

5.

Instructional materials for use in bilingual education classes,
as provided by Education Code 31.029;

6.

Versions of non-adopted instructional materials that are fully
accessible to students with disabilities;

7.

Instructional materials for use in college preparatory courses
under Education Code 28.014, as provided by Education
Code 31.031;

8.

Supplemental instructional materials, as provided by Education Code 31.035;

9.

State-developed open education resource instructional materials, as provided by Education Code Chapter 31, Subchapter
B-1;

10. Instructional materials and technological equipment under any
continuing contracts of the district in effect on September 1,
2011;
11. Activities related to the local review and adoption of instructional materials;
12. Technological equipment that contributes to student learning,
including equipment that supports the use of instructional materials.
13. Training educational personnel directly involved in student
learning in the appropriate use of instructional materials;
14. Providing access to technological equipment for instructional
use; and

DATE ISSUED: 7/5/2018
UPDATE 111
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15. The salary and other expenses of an employee who provides
technical support for the use of technological equipment directly involved in student learning.
Education Code 31.0211(c); 19 TAC 66.1307(f)
Prohibited
Expenditures

The allotment may not be used to pay for:
1.

Services for installation;

2.

The physical conduit that transmits data such as cabling and
wiring or electricity;

3.

Office and school supplies; or

4.

Items that are not directly related to student instruction such
as furniture, athletic equipment, extension cords, temporary
contractors, or video surveillance equipment;

5.

Travel expenses; or

6.

Equipment or software used for moving, storing, tracking, or
taking inventory of instructional materials.

19 TAC 66.1307(g)
Certification of
Allotment

A district shall annually certify to the commissioner that the district’s allotment has been used only for permitted expenses.
Education Code 31.0213

Priority of Purchase

Each biennium a district shall use the district’s allotment to purchase, in the following order:
1.

Instructional materials necessary to permit the district to certify that the district has instructional materials that cover all elements of the essential knowledge and skills of the required
curriculum, other than physical education, for each grade
level.

2.

Any other instructional materials or technological equipment
as determined by the district.

Education Code 31.0211(d); 19 TAC 66.1307(e)
Technology and
Instructional
Materials Account

DATE ISSUED: 7/5/2018
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The commissioner shall maintain a technology and instructional
materials account for each district. In the first year of each biennium, the commissioner shall deposit the district’s allotment in the
account. The commissioner shall pay the cost of instructional materials requisitioned by a district under Education Code 31.103 using
funds from the district’s technology and instructional materials account.
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A district may also use funds in the district’s account to purchase
electronic instructional materials or technological equipment. The
district shall submit to the commissioner a request for funds for this
purpose from the district’s account in accordance with the commissioner’s rules.
Money deposited in a district’s technology and instructional materials account during each state fiscal biennium remains in the account and available for use by the district for the entire biennium.
At the end of each biennium, a district with unused money in the
district’s account may carry forward any remaining balance to the
next biennium.
Education Code 31.0212
Access to Allotment

The allotment for each biennium will be made available for district
use through the state’s online instructional material ordering system (EMAT) as early as possible in the fiscal year preceding the
beginning of the biennium for which the funds have been appropriated. A district may access its allotment for any upcoming school
year upon completion of:
1.

2.

Submission to the commissioner certification that:
a.

The district has instructional materials that cover all the
required Texas essential knowledge and skills (TEKS),
except those for physical education, as required by Education Code 31.004 [see Certification of Instructional Materials, below]; and

b.

The district has used its allotment for only the allowable
expenditures [see Permitted Expenditures and Certification of Allotment Use, above]; and

Preparation by TEA of EMAT for the new school year with the
new allotment amounts.

Upon completion of these requirements, a district may access its
funds by correctly providing all information required in EMAT.
19 TAC 66.1307(h)–(j)
Online Requisition
System (EMAT)
Delegation of
Authority

DATE ISSUED: 7/5/2018
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The commissioner shall maintain an online requisition system
(EMAT) for districts to requisition instructional materials to be purchased with the district’s allotment. Education Code 31.101(f)
The board may delegate to an employee the authority to requisition, distribute, and manage the inventory of instructional materials,
consistent with Education Code Chapter 31 and rules adopted under that chapter. Education Code 31.104(a)
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Requisitions, Use,
and Distribution

CMD
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A district may use local funds to purchase any instructional materials in addition to those selected under Education Code Chapter 31.
Education Code 31.106
A district shall make a requisition for instructional materials using
the online requisition program (EMAT) maintained by the commissioner not later than June 1 of each year. A district may requisition
instructional materials on the SBOE instructional materials list for
grades above the grade level in which a student is enrolled. Education Code 31.103(b)–(c)

Distribution

The board shall distribute printed instructional materials to students
in the manner that the board determines is most effective and economical. Education Code 31.102(c)

Supplemental
Instructional
Materials

A district may requisition supplemental instructional material
adopted by the SBOE but not on the instructional material list
adopted under Education Code 31.023 only if the district requisitions the supplemental instructional material along with other supplemental instructional materials or instructional materials on the
list adopted under Education Code 31.023 that in combination
cover each element of the essential knowledge and skills for the
course for which the district is requisitioning the supplemental instructional materials. Education Code 31.035(d)

Availability of Open
Education Resource
Instructional
Materials

A district that selects open education resource instructional material shall requisition a sufficient number of printed copies for use by
students unable to access the instructional material electronically
unless the district provides to each student:
1.

Electronic access to the instructional material at no cost to the
student; or

2.

Printed copies of the portion of the instructional material that
will be used in the course.

Education Code 31.103(d)
Employee Training

The board shall require the employee responsible for ordering instructional materials to complete TEA-developed training in the use
of the allotment and the use of the instructional materials ordering
system (EMAT). Training shall be completed prior to ordering instructional materials for the first time and again each time the district is notified by TEA that the training has been updated. The district shall maintain documentation of the completion of the required
training. 19 TAC 66.107(d)

Special Instructional
Materials

All laws and rules applying to instructional materials provided to
students with no disabilities that are not in conflict with Education
Code 31.028 or 19 Administrative Code 66.1311 shall apply to the
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distribution and control of special instructional materials. Special instructional materials include braille, large-print, and audio books
and any other formats designed specifically to provide equal access to students with disabilities.
Requisitions for special instructional materials shall be based on
actual student enrollment but may include up to two copies per student if necessary to meet individual need.
Special instructional materials are the property of the state. A district is responsible for replacing or reimbursing the state for lost,
stolen, or damaged special instructional materials.
For Teachers

Adopted instructional materials needed by a teacher with a print
disability to carry out his or her instructional duties shall be furnished in the required format without cost. The materials are to be
loaned to the district as long as needed and are to be returned to
the state when they are no longer needed.

For Parents

Adopted instructional materials in a specialized format that are requested by a parent with a print disability shall be furnished without
cost by the state. Requests for electronic files shall be filled by TEA
after the parent signs and TEA receives a statement, through the
district, promising that the parent will safeguard the security of the
files and observe all current copyright laws, including those that
forbid reproduction of the files and their transfer to other parties. All
specialized instructional material formats and electronic files that
have been provided must be returned to the local school district at
the end of the school year.
19 TAC 66.1311

Bilingual
Instructional
Materials

A district shall purchase with its allotment or otherwise acquire instructional materials for use in bilingual education classes. The
commissioner shall determine the amount of the allotment for bilingual education based on TSDS PEIMS bilingual enrollment data
from the fall collection of the school year preceding the first year of
each biennium. Education Code 31.029; 19 TAC 66.1307(c)

Certification of
Instructional
Materials

Prior to the beginning of each school year, a district shall submit to
the SBOE and commissioner certification that for each subject in
the required curriculum under Education Code 28.002, other than
physical education, and each grade level, the district provides each
student with instructional materials that cover all elements of the
essential knowledge and skills adopted by the SBOE for that subject and grade level. The certification shall be submitted in a format
approved by the commissioner and can be based on both stateadopted and non-state-adopted materials.
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To determine whether each student has instructional materials that
cover all elements of the essential knowledge and skills, a district
may consider:
1.

Instructional materials adopted by the SBOE;

2.

Materials adopted or purchased by the commissioner under
Education Code 31.0231 or Education Code Chapter 31, Subchapter B-1;

3.

Open education resource instructional materials submitted by
eligible institutions and adopted by the SBOE;

4.

Open education resource instructional materials made available by other public schools;

5.

Instructional materials developed or purchased by the district;
and

6.

Open education resource instructional materials and other
electronic instructional materials included in the repository under Education Code 31.083.

The certifications shall be ratified by the board in a public, noticed
meeting.
Education Code 31.004; 19 TAC 66.105
Ownership

Except as otherwise provided, a student must return all instructional materials to the teacher at the end of the school year or
when the student withdraws from school. At the end of the school
year for which open education resource instructional material that a
district does not intend to use for another student is distributed, the
printed copy of the open education resource instructional material
becomes the property of the student to whom it is distributed.
This provision does not apply to an electronic copy of open education resource instructional material.
Education Code 31.104(c), (g)–(h); 19 TAC 66.107(b)

Responsibility for
Instructional
Materials and
Equipment

DATE ISSUED: 7/5/2018
UPDATE 111
CMD(LEGAL)-P

Each student or the student’s parent or guardian is responsible for
all instructional material and technological equipment not returned
in an acceptable condition by the student. A student who fails to return in an acceptable condition all instructional materials and technological equipment forfeits the right to free instructional materials
and technological equipment until all instructional materials and
technological equipment previously issued but not returned in an
acceptable condition are paid for by the student, parent, or guardian.
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As provided by board policy, a district may waive or reduce the
payment required if the student is from a low-income family. [See
FP] The district shall allow the student to use instructional materials and technological equipment at school during each school day.
If instructional materials or technological equipment is not returned
in an acceptable condition or paid for, a district may withhold the
student’s records. A district may not prevent the student from graduating, participating in a graduation ceremony, or receiving a diploma. [See FL and GBA regarding student and parental right to
access records; and FD, FFAB, and FL regarding a district’s duties
to provide records to another district]
The board may not require an employee of the district who acts in
good faith to pay for instructional materials or technological equipment that is stolen, misplaced, or not returned by a student. [See
DG]
These provisions do not apply to an electronic copy of open education resource instructional material.
Education Code 31.104(d), (e), (h); 19 TAC 66.107(c) [See also
EF]
Acceptable
Condition

Printed instructional materials are considered to be in acceptable
condition if:
1.

The cover, binding, pages, spine, and all integral components
of the instructional materials are wholly intact and the instructional materials are fully usable by students; and

2.

No component of the instructional materials is soiled, torn, or
damaged (whether intentionally or by lack of appropriate care)
to the extent that any portion of the content is too disfigured or
obscured to be fully accessible to other students.

Electronic instructional materials are considered to be in acceptable condition if:

DATE ISSUED: 7/5/2018
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1.

All components or applications that are a part of the electronic
instructional materials are returned;

2.

The electronic materials perform as they did when they were
new;

3.

The electronic instructional materials do not contain computer
code (e.g., bug, virus, worm, or similar malicious software)
that has been designed to self-replicate, damage, change, or
otherwise hinder the performance of any computer’s memory,
file system, or software; and
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The electronic instructional materials have not been installed
with plug-ins, snap-ins, or add-ins without the prior approval
of the district.

Technological equipment is considered to be in acceptable condition if:
1.

The equipment is returned with the software and hardware in
their original condition unless the district authorized changes;
and

2.

The physical condition of the equipment is fully usable as it
was originally intended to be used.

19 TAC 66.1310
Lost or Damaged
Instructional
Materials
Sale or Disposal

Sale

Use of Proceeds

Disposal

A district may order replacements for instructional materials that
have been lost or damaged directly from the publisher of the instructional materials or any source for a printed copy of open education resource instructional material. Education Code 31.104
The board shall determine how the district will dispose of discontinued printed instructional materials, electronic instructional materials, and technological equipment.
The board may sell printed instructional materials on the date the
instructional material is discontinued for use in the public schools
by the SBOE or the commissioner. The board may also sell electronic instructional materials and technological equipment owned
by the district.
Any funds received by a district from a sale must be used to purchase instructional materials and technological equipment allowed
under Education Code 31.0211.
The board may dispose of printed instructional material before the
date the instructional material is discontinued for use in the public
schools by the SBOE if the board determines that the instructional
material is not needed by the district and the board does not reasonably expect that the instructional material will be needed. A district must notify the commissioner of any instructional material the
district disposes of under this provision.
Education Code 31.105

Annual Inventory

DATE ISSUED: 7/5/2018
UPDATE 111
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A district shall conduct an annual physical inventory of all currently
adopted instructional materials that have been requisitioned by and
delivered to the district. The results of the inventory shall be recorded in the district’s files. 19 TAC 66.107(a)
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School districts shall not be reimbursed from state funds for expenses incurred in local handling of instructional materials. 19 TAC
66.104(d)
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For information related to the selection process and accounting of instructional materials, as this term is defined
by state law and rule, see CMD and EFA.

The District shall provide a wide range of instructional resources
for students and faculty that present varying levels of difficulty, diversity of appeal, and a variety of points of view. Although professional staff members may select instructional resources for their
use in accordance with District policy and administrative regulations, the ultimate authority for determining and approving the curriculum and instructional program of the District lies with the Board.
Objectives

In this policy, “instructional resources” may include textbooks, library acquisitions, supplementary resources for classroom use,
and any other instructional resources, including electronic resources, used for formal or informal teaching and learning purposes. The primary objectives of instructional resources are to implement, enrich, and support the District’s educational program.
The Board shall rely on District professional staff to select and acquire instructional resources that:

Selection Criteria

1.

Enrich and support the curriculum, taking into consideration
students’ varied interests, abilities, learning styles, and maturity levels.

2.

Stimulate growth in factual knowledge, enjoyment of reading,
literary appreciation, aesthetic values, and societal standards.

3.

Present various sides of controversial issues so that students
have an opportunity to develop, under guidance, skills in critical analysis and in making informed judgments in their daily
lives.

4.

Represent many ethnic, religious, and cultural groups and
their contributions to the national heritage and world community.

5.

Provide a wide range of background information that will enable students to make intelligent judgments in their daily lives.

In the selection of instructional resources, professional staff shall
ensure that the resources:
1.

DATE ISSUED: 6/1/2017
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Support and are consistent with the general educational goals
of the state and District and the aims and objectives of individual schools and specific courses consistent with the District
and campus improvement plans.
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2.

Meet high standards for artistic quality and/or literary style,
authenticity, educational significance, factual content, physical
format, presentation, readability, and technical quality.

3.

Are appropriate for the subject area and for the age, ability
level, learning styles, and social and emotional development
of the students for whom they are selected.

4.

Are designed to help students gain an awareness of our pluralistic society.

5.

Are designed to provide information that will motivate students and staff to examine their own attitudes and behavior;
to understand their duties, responsibilities, rights, and privileges as citizens participating in our society; and to make informed choices in their daily lives.

6.

For library selections, are integral to the instructional program,
are appropriate for the reading levels and understanding of
students, reflect the interests and needs of the students and
faculty, are included because of their literary or artistic value
and merit, and present information with the greatest degree of
accuracy and clarity.

Administrators, teachers, library media specialists, other District
personnel, parents, and community members, as appropriate, may
recommend instructional resources for selection. Gifts of instructional resources shall be evaluated according to these criteria and
accepted or rejected in accordance with CDC(LOCAL).
Selection of resources is an ongoing process that includes the removal of resources no longer appropriate and the periodic replacement or repair of resources that still have educational value.
Controversial Issues

District professional staff shall endeavor to maintain a balanced
collection representing various views when selecting instructional
resources on controversial issues. Resources shall be chosen to
clarify historical and contemporary forces by presenting and analyzing intergroup tension and conflict objectively, placing emphasis
on recognizing and understanding social and economic problems.
[See also EMB regarding instruction about controversial issues and
EHAA regarding human sexuality instruction.]

Challenged
Resources

A parent of a District student, any employee, or any District resident may formally challenge an instructional resource used in the
District’s educational program on the basis of appropriateness.

Informal
Reconsideration
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The school receiving a complaint about the appropriateness of an
instructional resource shall try to resolve the matter informally using the following procedure:
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1.

The principal or designee shall explain the school’s selection
process, the criteria for selection, and the qualifications of the
professional staff who selected the questioned resource.

2.

The principal or designee shall explain the intended educational purpose of the resource and any additional information
regarding its use.

3.

If appropriate, the principal or designee may offer a concerned parent an alternative instructional resource to be used
by that parent’s child in place of the challenged resource.

4.

If the complainant wishes to make a formal challenge, the
principal or designee shall provide the complainant a copy of
this policy and a form to request a formal reconsideration of
the resource.

A complainant shall make any formal objection to an instructional
resource on the form provided by the District and shall submit the
completed and signed form to the principal. Upon receipt of the
form, the principal shall appoint a reconsideration committee.
The reconsideration committee shall include at least one member
of the instructional staff who has experience using the challenged
resource with students or is familiar with the challenged resource’s
content. Other members of the committee may include Districtlevel staff, library staff, secondary-level students, parents, and any
other appropriate individuals.
All members of the committee shall review the challenged resource
in its entirety. As soon as reasonably possible, the committee shall
meet and determine whether the challenged resource conforms to
the principles of selection set out in this policy. The committee shall
prepare a written report of its findings and provide copies to the
principal, the Superintendent or designee, and the complainant.

Appeal

Guiding Principles

The complainant may appeal the decision of the reconsideration
committee in accordance with appropriate complaint policies, starting with the appropriate administrator. [See DGBA, FNG, and GF]
The following principles shall guide the Board and staff in responding to challenges of instructional resources:
1.
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A complainant may raise an objection to an instructional resource used in a school’s educational program, despite the
fact that the professional staff selecting the resources were
qualified to make the selection, followed the proper procedure, and adhered to the objectives and criteria for instructional resources set out in this policy.
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2.

A parent’s ability to exercise control over reading, listening, or
viewing matter extends only to his or her own child.

3.

Access to a challenged resource shall not be restricted during
the reconsideration process, except the District may deny access to a child if requested by the child’s parent.

The major criterion for the final decision on challenged resources is
the appropriateness of the resource for its intended educational
use. No challenged instructional resource shall be removed solely
because of the ideas expressed therein.
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