Textbook Room Procedures

· All students must have a school ID card in order to check out textbooks.

· Any overdue textbooks or fines must be cleared before a student can check out additional school property.

· Upon checking out textbooks, you must notify the textbook room within 24 hours of any damage to the textbooks.

· Students are responsible for maintaining the condition of each textbook that they are issued and will be fined for all damages.

· Students are responsible for the cost of replacing the lots or stolen textbooks they are issued.

· Students may only check out one novel at a time (unless other arrangements have been made by your teacher.) Students are given one textbook for each scheduled subject.

· All semester course textbooks are due at the end of the semester. All other textbooks are due by the end of the current school year.

Common Textbook Questions
· I lost my ID card. How do I replace it? You can replace your ID card Monday through Friday, during break or lunch at the ASB Student Store. The replacement cost is $5.00. If you had an ASB sticker, you can replace the sticker for $1.00.

· Can’t I just give you my student number? No! It is school policy that all students carry their student ID card at all times. ID cards are required for checking out textbooks and library books.

· How do I pay for a lost textbook? Please check with the textbook room first to be sure no one has turned in the lost book. You must pay all balances before you will be issued a replacement book. Balances can be paid at the Student Store, which accepts cash or checks payable to TPHS – Textbooks. 

· My book was stolen out of the classroom. Why should I pay for it? Each student is responsible for the textbooks that he/she checks out. Leaving your books unattended in classrooms, in the halls, or outside is not recommended.

· What if I pay my fine and then find the textbook? Can I get a refund? Yes! Simply bring the textbook to the ASB Student Store and a full refund will be issued. Refunds are processed through the District Office and will be mailed to your home. This process takes about 30 days.

· How can I get a second set of books due to an injury? In order to be issued a second set of books, you must bring a doctor’s note to your assistant principal for approval. The textbook room will then issue you a second set of books if copies are available.

· I’ve lost my textbook and need a replacement issued? Where do I go? Sign up for a replacement book at the Media Center. They will check your outstanding balances and you will be able to pick up your replacement from there.
