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1. A tool to communicate state 
law and district policies  

2. Documentation of duties, 
responsibilities and 
expectations 

3. Convenient way to store 
records and commonly used 
forms 



1. Why? 

 Ensure consistency and understanding of expectations 

 Create a one stop place for information 

 Information for new staff unable to attend trainings 

 Help answer questions when you are unavailable 

2. When? 

    Plan during slow time 

    Set a completion date for yourself 

3. How? 

 Think about who will use it – AP’s, data clerks, etc., get 

feedback on what they want or need in manual 

 Use terms consistently and define IM specific verbiage 

    Update annually or when changes from  SBOE, TEA, or  

        District initiatives occur 

 

 



1. Does your district already have one? If so is it 

up to date? 

2. Get examples from other districts 

3. Check current SBOE and TEA rules 

4. Review current Board local and legal policies 

5. Have campus input 

6. Make sure you have the most up to date 

information 

7. What problems and questions frequently come 

up in your district? 



1. Make it easy to locate information, organize so 
users can easily find answers to questions. 

2. Use tabs or dividers 

3. Distinguish it from other binders 

4. Make copies of pages that can be pulled out and 

used  

5. Address commonly asked questions 

6. Post digital copy on district website 



 

1. Keep it simple 

2. Keep it on task 

3. Keep it engaging 

4. Keep it consistent 

5. Keep it relevant 



1. Proof-Reading-have 

someone from another 

department proof read for 

clarification 

2. Spell & Grammar check 

3. Table of contents 

4. Definition of terms used 



1. Deliver by hand to campuses? 
◦ Opportunity to ask or answer questions 

◦ Check out bookroom 

2. Distribute at a meeting? 
◦ Everyone receives the same info at the 

same time 

◦ Questions answered to all 

3. Posting digital copy on district 

website 



 Instructional Materials & Board Policies 

 Textbook tracking Manual 

 Audit Info & Adoption Cycle 

 Sample Forms & Misc. Info 

 TEA Updates & TEA Code 31.104(d) 

 Trainings  

 Requisitions & Adjustments 

 Audit & Invoices 



 

1. Coordinator manual 

2. Component list 

3. Current inventory 

4. Adoption cycle 

5. Paperwork documenting distributions or transfers 

6. Audits & Invoices 

7. Campus Calendar  

8. Sample forms 

9. Textbook management software trainings 

10. Copies of Board policies 

11. Updates from TEA / TEA Code 31.104 

 



Workbook order process 
 

 DIRS will e-mail workbook order forms to 
appropriate IM coordinators for approved 
workbooks 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.  

 

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 by completing the Missing Instructional 
Materials form in Eduphoria. 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. 

 













 Dual Credit 

 Book Covers 

 Home Based / Homebound students 

 Checking out Instructional Materials to parents 

 Online Instructional Materials for students with 

learning disabilities  

 Checking out materials for summer school 

 Address staff loss of Instructional Materials 

 Assess charges for damaged materials 

 



 Provide vendor contact information if 
campuses are allowed to replace lost 
materials 

 Provide visual aids 
 
 
 
 

 Get feed back from campuses 
 Keep updated, keep updated, keep updated  
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