Guidelines for Special Permission 
to 
Adopt a Textbook/Series NOT Included in the OFFICIAL LIST of TEXTBOOKS 

for a

Course Category with Listed Titles 
AFTER approval of the textbook/program by the Local Board of Education, submit a letter to the Commissioner requesting special approval.  Include the following information:

I.        Introduction and explanation of the special circumstances that require the adoption of the book/program.
 

II.       Course Identification
· Subject Area
· Grade levels involved by school
· Number of classes by school

 

III.    Program Identification
· Program title, author(s), edition, copyright, etc.
· Name and addresses of publisher
 

IV. Correlation to State Board of Education Standards
· Graph the correlations to state standards
· Comment on the correlations (Narrative)
· Sample of the Student edition of the textbook and any required supplemental 


materials sent to the Commissioner.
V. Contractual Safeguards

· Describe the safeguards in place to assure: (Narrative)
· continued availability of the book over the life of the contract and
· quality of the binding and 
· policy for replacement of defective materials 
 

VI. Verification of approval by the local BOE, with original signatures by the chair and the director of schools.
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