	TEXTBOOK POLICY FOR OFFICIAL AND ALTERNATE TEXTBOOKS

	

	

	

	THE OFFICIAL TEXTBOOK

	

	It is the policy of the Baker College System to select an official textbook(s) for each course. 

	

	1.
	Prior to the selection or adoption of the “official” textbook, the System Program Committee must, by consensus, arrive at an agreed-upon set of course outcomes for the course being offered.

	2.
	Efforts should be made to keep textbook costs reasonable for students, as Financial Aid may not cover the total cost of student textbooks each quarter. 

	3.
	The current approved textbook(s) must be used as the “official textbook(s)” for a course for at least one quarter before a  new “alternate textbook(s)” can be approved.  Exceptions must be approved by the System Department Coordinator. 

	4.
	Official textbook(s) will be chosen for each new course by the appropriate System Department Curriculum Committee.  Only the “official textbook(s)” will be used for new courses, as described in No. 3.  

	5.
	THE "OFFICIAL" TEXTBOOK MUST BE THE ONE USED BY A MAJORITY OF CAMPUSES.  IF A MAJORITY OF CAMPUSES ARE NOT USING THE "OFFICIAL TEXTBOOK," ONE OF THE "ALTERNATE TEXTBOOKS" OR A NEW TEXTBOOK MUST BE ADOPTED AS THE NEW "OFFICIAL TEXTBOOK."

	

	

	ALTERNATE TEXTBOOKS

	

	The Baker College System has also approved the use of “alternate textbooks.”  Requests for alternate textbooks must be processed by the Campus Dean/Director, as described in Guideline No. 2 below, and sent to the System Program Coordinator and the System Director of Curriculum for final approval.  

	

	Guidelines for Alternate Textbooks

	

	1.
	Non-Sequential Courses.  After an official textbook has been used for one quarter, an instructor may propose using an alternate textbook(s) of his or her choice, as long as the course is not one of a sequence for which the same textbook(s) is used (e.g.: Macroeconomics and Microeconomics).  

	
	

	
	Sequential Courses.  An alternate textbook(s) may be used for a course in a sequence only if the same textbook(s) is used by all instructors teaching the sequential course on a particular campus. 

	
	

	2.
	For approval of any alternate textbook(s), the following procedure must be followed: 

	
	a.
	The instructor must complete the top portion of the Alternate Textbook Proposal Form (attached) and submit it to the Campus Dean/Director. 

	
	b.
	The instructor must demonstrate to the Campus Dean/Director that the alternate textbook(s) adequately covers the official course outcomes. 

	
	c.
	If the proposal is approved by the Campus Dean/Director, the instructor (on his or her own time), must develop a syllabus guide, according to the official format, and cross-reference it with all the course outcomes.  This will be submitted for approval, according to the standard curriculum timelines, to:

	
	
	1)
	The System Program Coordinator.

	
	
	2)
	The System Director of Curriculum, along with the Alternate Textbook Proposal Form.

	
	d.
	The Curriculum Auditor will type and upload a copy of the alternate curriculum to the World Wide Web and make an entry for the alternate textbook on the Master Curriculum Chart.  (This chart is updated online each Thursday morning to reflect the week’s curriculum changes.)  Any instructor on any campus may then choose to use that same “alternate textbook(s)” until the next official course review. 

	
	e.
	The instructor using an approved “alternate textbook(s)” will give written notification each quarter to his or her Campus Dean/Director, who will then notify the Bookstore Manager to order the books; this must be done by the campus deadline.  The Bookstore Manager may be notified of such a change only after the “alternate textbook” has been approved by the Campus Dean/Director, System Program Coordinator, and System Director of Curriculum.  

	
	f.
	The alternate syllabus guide must be updated when a new edition of the alternate textbook becomes available or when there is a change in course outcomes. 

	
	

	3.
	In instances of schedule changes affecting a change in instructors or when an instructor is hired after textbook orders are completed, it may be necessary for an instructor to use an “alternate textbook(s)” selected by the instructor originally assigned to the class or conversely to use the “official textbook(s)” if it was to be used for the class. 

	
	


	4.
	An alternate textbook may still be used, even when a new official textbook is chosen, as long as it still meets the new or revised course outcomes. 


	ALTERNATE TEXTBOOK PROPOSAL FORM

	

	INSTRUCTOR:  Please complete and return to your Campus Dean/Director.

	

	Course Name:  _____________________________
	Faculty Requesting:  _________________________

	
	

	Course #:  _________________________________
	Campus:  __________________________________

	
	

	Quarter to Become Effective:  _________________
	

	
	

	Name of Official Textbook:
	__________________________________________

	
	

	
	Publisher
	__________________________________________



	
	Cost
	__________________________________________



	
	Date Effective (must be from a previous quarter and used at least once) 
	__________________________________________

	
	
	

	Name of Alternative Textbook:
	__________________________________________

	
	
	

	
	Publisher
	__________________________________________



	
	Cost (comparison to official textbook cost)
	__________________________________________

	
	
	

	

	

	If approved for sequential courses, all faculty on the campus must use the alternate textbook. 

	

	FACULTY, CAMPUS DEAN/DIRECTOR, AND SYSTEM PROGRAM COORDINATOR:

	

	Your signatures below verify the following:

	1.
	The instructor has verified that the alternate textbook adequately covers the official CO’s. 

	2.
	The instructor has agreed to develop, on his/her own time, a syllabus guide in the official format. 

	3.
	The instructor has agreed to give written notification to his campus Dean/Director, by the campus deadline, to order the textbook via the Bookstore. 

	

	
	_____________________________________________

Faculty                                                                Date

	
	_____________________________________________

Campus Dean/Director                                       Date

	
	_____________________________________________

System Program Coordinator                             Date

	
	

	SYSTEM DIRECTOR OF CURRICULUM:

	Your signature below verifies that the “Textbook Policy for Official and Alternate Textbooks” was followed and that curriculum was submitted, according to official timelines, in the correct format.

	
	

	
	System Director of Curriculum
                 Date

	

	Copies to:  
Campus Dean/Director 




Kim Lutz, System Director of Curriculum

	

System Department and Program Coordinators
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	This document can be found on the Baker College Administration Web Site as follows:  Administration Web Site -> Curriculum -> Textbook Policy for Official and Alternate Textbooks.


