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 JUNE, 2008
TO:
All Staff

RE:
REMINDER – TEXTBOOK CONCERNS


Students are held responsible for the return of text-books and any other materials provided them for use in your classroom.  A fine is to be levied against each student who does not return property.

TEXTBOOKS:   It is recommended that you conduct a book check shortly in order to determine:

1.  If the book in the student’s possession matches the number recorded in your book list.

2.  That the student’s name and homeroom number are recorded in the textbook.

3.  If any student has lost a textbook.

LOST BOOKS:   You may obtain the price of a lost book from your Department Head.  The following guide will be used by your Department Head, in determining the value of a lost textbook.

NO. OF YEARS BOOK USED

VALUE

               1 year



 100%


    2 years



   90%


    3 years



   80%

               4 years



   50%


    5 years



   30%

               6 years



$ 3.00


If a student has lost a book then be certain to record this on your book list.  Inform the student of the amount he owes for the lost book.  By all means make the student aware that we would rather have the book instead of the fine.

COLLECTION OF FINES:  If a student pays a fine for a lost book, prior to “EXAM” time, the teacher should:

1. Give the student a receipt for money collected.

2. Place money in collection envelope.

3. Turn in Envelope to Mrs. Galgano.

4. Obtain a receipt for your envelope.

5. Make note of payment on your Master Book List.

SENIORS:   Remember that all “SENIOR” obligations will be forwarded to the Principal’s office prior to the start of Graduation practice 6/16/08… Do not put any names of Seniors on the “End Of The School Year Grade 9-11 Lost Book Reports.”

EXAM TIME:  There is a set procedure for book fine collection during exam time.  Please follow these directions diligently.

