INSTRUCTIONAL MATERIALS AFFORDABILITY GUIDELINES
Faculty/Departmental Responsibilities 

A. Completing adoptions through the inSite online process, on time and no later than announced due date for each adoption period, to allow: 

i. Bookstores to post, in a timely manner, course material ISBN number, title, author, publisher, and edition for any required course material as soon as bookstore buyers have finalized the textbook selection with publishers. 
ii. Allow bookstores to buy back textbooks at the highest price from students for resale as used texts in the subsequent semesters.

B. Acknowledging on the adoption form for new instructional materials: 
i. The differences in substantial content between the previous and new editions as reported by the publisher.

ii. That the use of the new edition is appropriate due to a material change in substantial content.

iii. The difference in price between the current and previous editions as provided by the bookstore.

C. Ordering new editions of textbooks only if necessary and if older editions are not available in sufficient quantities or not of comparable educational content. 
D. Listing on the adoption form information pertinent to previous editions which are of acceptable use as well as (where available) the current retail price for new instructional materials. 
E. Using the same textbooks and course materials to the extent practicable and educationally sound for multiple semesters or for sequenced courses. 
F. Ordering textbook bundles only if the supplemental materials included with textbooks are necessary to the curriculum and instruction. 
G. Requesting of publishers’ representatives that they provide the individual bundled materials to the campus bookstore for resale as individual items complete with ISBNs when supplemental materials are ordered 
H. Permitting students to purchase electronic versions of textbooks when available and appropriate.

I. Incorporating into course instruction the use of online resources whenever feasible and prudent.
Campus Bookstores Responsibilities
A. Posting in a timely manner, course material ISBN number, title, author, publisher, and edition for any required or optional course material as soon as bookstore buyers have finalized the textbook selection with publishers. In the case that a course has not been assigned a faculty member by the given deadline, textbook selection shall be conducted and communicated to enrolled students expeditiously upon selection of the materials.
B. Providing faculty members who are selecting new instructional materials with information about the retail prices of the current edition and where available the previous edition of the instructional materials.

C. Making available both bundled and unbundled versions of the materials for purchase.  The bookstores shall clarify on the bookstore’s website that in the case of the assignment of bundled materials, students may purchase either the bundled package or all required portions of the bundle individually.

D. Meeting quarterly with campus library staff to discuss and explore new areas of collaboration for providing alternate/additional methods of access to course materials.

Administrators’ Responsibilities
A. Providing faculty members with a means through the adoption process to acknowledge having been made aware of instructional materials issues and responsibilities required.
B. Seeking ways to lessen the financial hardship of college textbook purchases such as:

i. Targeting scholarship and financial aid funds;

ii. Considering textbook rentals for introductory courses;

iii. Providing lab manuals/course packets that have been produced by the college’s copy centers;

iv. Providing course materials in alternate formats (e-books);

v. Developing customized course materials.

C. Providing information for periodic reports on the impact and effectiveness of this procedure to: BOT, Maryland Higher Education Commission, federal Government Accountability Office and others regarding efforts to lower the cost of instructional materials in accordance with regulatory requirements and timelines.
D. Consulting with Maryland Higher Education Commission regarding the feasibility of textbook rental programs and the accessibility of the digital marketplace for electronic instructional materials.
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