Textbook Adoption Guidelines

General Guidelines:

1. Recommended minimum length to keep a textbook:  3 years.  The primary rationale for this is to keep costs down for students.  It also helps alleviate the intensive labor to operate a bookstore.

· If a bookstore changes to a new edition, instructors obviously can switch to the new edition.

· Check with the publisher when a new edition is expected so that you avoid switching to another text that will be replaced shortly with the new edition.

· When you do change to new text, make sure it’s consistent with the prerequisite reading course.

· All instructors should use the textbook(s) that’s adopted.

· Whenever possible, use major publishers.  Big publishing houses can take back books, whereas some obscure ones cannot.

· To determine the actual cost of a textbook for students, multiply the publishers cost by 1.25, or call the bookstore.

2. Follow the same guidelines for custom-published books (e.g., try to keep it for at least 3 years).

3. Avoid purchasing bundled (shrink-wrapped) packages.

· If students want to get a full refund, all books in the bundle must be unmarked and in excellent condition; CDs must be unopened.  To get full used-book price, all items in the bundle must be returned.  Tell your students to save everything in the bundle.  Note:  Marking in the textbook will not affect the buy-back price; however, if answers are written in the text, the bookstore cannot take the book back.

· Sometimes publishers will bundle your textbook without your consent.  Check with the publisher.

4. Avoid using experimental or “pilot” texts.

5. Leftover self-made packets will be charged to the department if they are not going to be used again.

6. Some teachers require specific books, such as novels, for their particular class.  Even with these books, buy-backs can be a problem; therefore, follow the same guidelines in number 1 above.

7. If you are not going to use a particular text, don’t require it.

8. Before the start of each semester, check to see if your books are on the shelf.

9. Keep in mind that bookstore has a 25% markup on books.  Much of this is used for shipping costs.  Selling books is a break-even venture.

10. Follow bookstore deadlines for ordering books.

11. See the bookstore manager for special situations.

12. Consider taking a workshop through the School of Humanities and TLC.  In this workshop you will learn the following:

· Readability Formulas:  How to determine the grade level of your textbook.

· Unfriendly Texts:  What makes textbooks unfriendly.

· Friendly Texts:  What makes textbooks user-friendly.

· Checklists:  A qualitative check list of textbook traits that helps assess user‑friendliness.

· Cloze Procedure:  A practical method used with your students to determine text difficulty.

· Maze Procedure:  A variation of the Cloze Procedure.

Miscellaneous Guidelines

· You may not receive money from publishers to use their books.

· Authors may use their own textbooks as long as it has been approved by the department’s guidelines for adopting a text.

Process for Selecting a Textbook

Textbook selecting and adopting should proceed at the discretion of each department with the approval of the respective Dean.  Before a department arrives at a decision, it must take into account the College’s General and Miscellaneous Guidelines.  Department guidelines should be in writing.

