1-1 Course materials

The University operates a Bookstore from which students may purchase textbooks and school supplies. Before the opening of each semester, the Textbook Manager will request from each Department Chair, information concerning anticipated needs. This information is used in ordering necessary textbooks for purchase by students. Careful and accurate estimates should be furnished to the Textbook Manager in order that he or she may avoid an overstock of books and supplies which become obsolete and result in financial loss to the University.

1-1.A Textbook Policy 

Each professor will have the right to select textbooks for each course he or she teaches, subject to departmental policy and the following:

1.
Reminders for textbook orders for the fall semester will be mailed and emailed to each department by March 28. Online adoptions should be completed in full and submitted to the textbook manager no later than April 18. Reminders for spring Semester will be both mailed and emailed by September 28. Adoptions are to be submitted to the textbook manager no later than October 18. Summer reminders will be mailed out and e-mailed by February 18. Adoptions are to be submitted to the textbook manager no later than March 18.


Introductory courses using a hardback textbook may be considered for the voluntary guaranteed buyback program mandated by General Administration in March 2007.  Textbooks offered under this program shall be used in all sections.  New textbook adoptions are for a minimum of three years, beginning in either the fall or spring semester.  Within the three year term, it is expected that courses utilizing the adopted textbook will be offered a total of six times.  For courses offered only in the fall or spring semester, it is expected that the textbook will be utilized a total of three times.  

2.
Textbooks selected will be retained for a minimum of one regular-term semester.

3.
It is permissible to use different textbooks where multiple sections of the same course are taught.

4.
Course materials are to be designated as either required or optional.  Required course materials are those that are required for class instruction and considered essential to the student’s success.   Optional course materials are those that are recommended as extras but not required to successfully pass the class.

5. 
Orders will be placed by the bookstore 4-6 weeks prior to the semester beginning, subject to inventory and anticipated used texts purchased from students and wholesalers.

6.
If a publisher notifies the Textbook Manager that a book is out of print, out of stock, or back-ordered, the faculty member will be notified immediately.

7.
Unsold textbooks will be returned to the publisher for credit four weeks after the first day of classes during the fall and spring semesters.  They will be returned to the publisher for credit two weeks after the first day of classes during the summer sessions.  

8.
Changes to textbook orders will not be allowed once the order has been placed with a publisher or textbook wholesaler.  If a textbook was ordered by mistake and it is not suitable for the class, all freight charges incurred by the Bookstore will be charged to the ordering academic department.   All changes must be approved by the Departmental Chair
9.
In the event a class in which a text is used is cancelled, the Department Chair will notify the Textbook Manager immediately.

10.
All textbook needs must be adopted through the Bookstore.

11.
Three types of buyback services are offered at the UNCP Bookstore during the fall and spring semesters: Daily, End-of Semester, and Online.  Daily buyback services (wholesale) will start two weeks after classes have started and will end two weeks prior to the start of the End-of Semester buyback.  End-of-Semester buyback services are offered for distance education students and can be accessed on the bookstore webpage year round.  Limited buyback services are offered throughout the Summer.  Summer buyback dates are advertised throughout campus and on the bookstore webpage.  More detailed information is available in the student handbook and on the Bookstore webpage (www.uncp.edu/bookstore).  

12.
The University will allow the operation of a non-funded student-run book exchange.

13.
The Textbook Manager and Department Chair are encouraged to keep each other mutually informed concerning lead times and deadlines relating to book orders.

14.
Regular semester operating hours are:

Monday - Thursday
7:45 a.m. - 8:00 p.m.

Friday


7:45 a.m. - 4:00 p.m.

(Summer school hours are posted)

To accommodate students, the Bookstore will offer extended hours at the beginning of each summer session.

1-1.B Faculty Publications Policy 

The following policy, approved by the Chancellor, covers the sale of course packs written by faculty: 

1.
The use of faculty-written course packs or copyrighted course packs as required or recommended reading for students must be approved by the Departmental Chair.  There is no prohibition against the use of a faculty member’s published material in that faculty member’s classes (with the collection of related royalties), provided that the textbook, CD, or other material- (1) has been produced and copyrighted by a recognized and independent academic or trade publisher (2) has been made available for open sale.

2.
All course packs will be submitted to the UNCP Bookstore along with the appropriate paperwork. The forms filled out are dependent upon whether there are copyrighted materials within the course packs, or if it is solely the work of the instructor. The Textbook Manager will forward the materials to UNC Chapel Hill Course Pack Department. The materials are accurately checked for copyright clearance before printing. This process will protect the University from violating any copyright laws. Orders submitted for printed manuals are to be for the current or upcoming term only.

3.
The Bookstore will print the quantity requested by the department. Any copies needed after classes begin will be printed on a rush basis, with the approval of the department chair.

4.
Only course packs published by the UNC-CH Custom Publishing Department will be sold by the UNCP Bookstore. Professors requesting a royalty from course packs will receive a 20% commission on the number sold at the end of the term. Faculty course packs must consist entirely of their own composition in order to receive a royalty.

5.
All unsold course packs not to be used again will be billed back to the appropriate department at Bookstore cost, unless other arrangements are previously agreed upon by both the departmental chair and the bookstore.

1-1.C Desk Copy Policy

The University Bookstore does not furnish desk copies of books to faculty. It is the responsibility of the faculty member to obtain his or her own desk copy from the publisher.

The University Bookstore will assist faculty members who have not yet received a desk copy by charging it to their academic department. (This charge requires a requisition signed by the Department Chair.)

The Bookstore will accept for credit or refund identical replacement copies under the following conditions:

THE REPLACEMENT COPY MUST BE TOTALLY SALABLE AND/OR RETURNABLE TO THE PUBLISHER. THIS STATEMENT MEANS THE BOOK MUST BE NEW, UNMARKED WITH CLEAN AND UNDAMAGED COVER, WITH NO STICKERS OR INDICATIONS THAT IT IS A DESK COPY.

1-1.D Other materials

The Campus Bookstore can also arrange to offer other non-text materials that may be needed for a given course. Faculty members whose courses may call for such materials should consult the Bookstore about those needs. 

