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PROCEDURE:  SELECTION AND ADOPTION OF TEXTBOOKS

I.
General Guidelines for Selection and Adoption of Textbooks

A.
Normally, textbooks will be adopted for a period of three or more years. Changes within the three year period may be made with strong documented reasons and if approved by the appropriate program director(s), academic dean(s), and the Deans' Council.  For example, exceptions may be approved when new editions with major changes in content become available, the current edition is out of print and unavailable, changes in course objectives are made such that current textbooks are no longer appropriate, or when updated research or other information is needed. 

B
Normally, the textbook adopted for a course will be the only primary text used by all full-time and adjunct instructors who teach the course on a campus.  Primary textbooks may be supplemented by other materials but not other primary texts. Supplementary texts must be approved by the appropriate program director and should be required only if they are a major part of the course. Exceptions to the requirement for common textbooks for a campus may be granted in certain cases if approved by the appropriate program director(s) and academic dean. Reasons for exceptions may include issues such as: variations in instructional methods use by instructors, the fact that the course is offered infrequently,  a course offering for a specific student audience, experimental courses or sections of courses,  courses that are approved to include variations in content such as the options for genre to be included in ENC 1102, or agreement cannot be reached on a single textbook.  For courses that are taught on more than one campus the programs involved will work together to attempt to identify textbooks suitable for possible collegewide adoption.  Special efforts will be made to identify suitable textbooks for possible collegewide adoption for two semester courses when the same textbook is used for both terms.

C.
Criteria considered in the selection of textbooks should include, but not be limited to: cost of the textbooks to students; closeness of match between the content of the books and the major learning outcomes and objectives of the courses; accuracy and currency of the content; appropriateness to the ultimate goals of the course, especially that they are appropriate for transfer of important courses in the majors to the universities; likelihood of the book being revised within a year or two of adoption; attractiveness, reading level, quality of printing and graphics, and quality of the binding;  and importance of the changes and the availability of required numbers of the current edition when considering a new edition.

D.
Selection of commercial textbooks that are authored, co-authored, edited, or published by SPC faculty may be approved when there are no textbooks available that clearly are better.  Examples of such textbooks that may be approved include books that were written specifically to support courses for which no suitable textbooks were available or books that have been adopted for use in similar courses at other colleges and universities.  Selection of such textbooks must be approved by the Deans' Council.

E.
Textbook selection decisions must be made in time to meet published deadlines for  ordering books that are established by the bookstore.

II.
Specific Steps in the Process for Selecting and Adopting Textbooks

A.
When selection of a new textbook is warranted the appropriate program director will name a textbook selection committee, usually composed of all  full-time instructors for whom the course in question is a principal assignment.   

B.
If the course is taught on more than one site, the program director will work with his or her counterpart(s)  from the other sites involved in an effort to identify  suitable textbook(s) for possible collegewide adoption.

C.
The selection committee will determine the specific adoption criteria that the approved textbook(s) must meet,  review possible texts in collaboration with colleagues, choose the preferred textbook(s) (by consensus or majority vote), and recommend adoption to the  program director(s). 

D.
If the committee cannot reach agreement on the selection of a textbook(s) the  program director will meet with the committee to review the textbooks considered and the difficulties encountered in efforts to reach agreement, and will choose the textbook(s) to be adopted for the campus.

E.  If disagreements between the selection committee and program director should occur, the matter will be referred to the academic dean on the campus who will work with the committee members and the program director in an effort to reach agreement and if agreement cannot be reached will choose the textbook(s) to be adopted for the campus.

F.
Upon obtaining appropriate approval of textbook(s) as outlined above, the program director(s) will notify the bookstore of the adoption, including the expected adoption period, and will place the appropriate orders with the bookstore.
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