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PROCEDURES FOR THE SELECTION AND RECONSIDERATION OF  
CLASSROOM INSTRUCTIONAL MATERIALS/RESOURCES 

 
I. Selection and Adoption of Textbooks  

 
A. Textbook selection and adoption shall be included as part of the formal cycle for 

curriculum adoption, evaluation, and improvement in the District. The review and any 
recommendations to modify the subject-area textbook(s) that are approved for use in 
the District (or the analogous core instructional material that is used in lieu of a 
formal textbook) shall occur under the direction and supervision of the Director of 
Instruction.  

B. The review and evaluation of textbooks (or analogous core instructional material) 
shall take into account any general selection criteria outlined in Board policy and 
shall also adhere to the following:   

1. A readability analysis will be completed on all textbooks that are to be 
considered for adoption in the District. The readability analysis shall be 
chosen and/or approved by the Director of Instruction. 

2. Textbooks will be evaluated relative to the District’s established curriculum 
objectives for their coverage of essential content-based and skills-based goals 
and standards and for the instructional and assessment methodologies that 
have been adopted or that are encouraged by the authors/publishers. Consider 
questions such as the following: Do the objectives of the text closely match 
the District’s curricular expectations? Does the textbook accurately reflect the 
learner expectations of the District’s curriculum? Does the textbook 
encourage higher level thinking skills and application of the content and skills 
to real life experiences? Has the textbook been shown to be effective in other 
situations? 

3. Textbooks will be checked for bias, misinformation and stereotyping. 
Textbooks should be selected that reflect the cultural diversity and pluralistic 
nature of America’s society and provide up-to-date and accurate information. 

4. It is the legal responsibility of the District to provide instructional materials 
and resources that will enable students with special needs to obtain the 
educational opportunities and benefits in a manner that is as timely, effective, 
and integrated as it is for other District students. Accordingly, the District will 
check with appropriate sources (e.g., Wisconsin Accessible Education 
Materials Center or Brookshire) to determine whether the textbook is 
available (or can be made available) in alternative formats to meet the needs 
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of students with disabilities and other students who may require special 
formats (e.g., English language learners).  

5. Textbooks that are deemed acceptable relative to the criteria listed 
immediately above will be further screened to review the following: 
1. The utility of the teacher’s manual for the textbook and other 

supplementary materials;  
2. The physical structure and layout of the materials and, if applicable, 

the continuity within any series; 
3. Writing style;  
4. Date of publication; and  
5. Recommendations from other schools and any available studies or data 

regarding student outcomes in other schools. 

C. The administrator(s) who make a final recommendation to the School Board for 
approval of a textbook shall ensure that the input of relevant staff has been solicited 
and given consideration.  The administrative recommendation shall be supported by a 
written summary of the review and evaluation of the textbook.  

D. Upon adoption by the Board, the approved textbook(s) shall be included in the 
revised curriculum guide for the applicable subject area(s) and added to a list of 
adopted textbooks that shall be maintained in the District Office.  

E. After textbooks are adopted by the Board, the administration will notify appropriate 
staff of the approval and arrange for the purchasing and implementation of the 
textbooks in the District’s curriculum. The administration shall also determine the 
extent to which any staff training may be appropriate to support the proper 
implementation of the curriculum. 

F. Textbooks (or analogous core instructional material) will normally be reevaluated as 
part of the curriculum revision cycle.  

II. Selection and Use of Supplementary Instructional Materials and Resources in the Classroom  

A. It is generally the responsibility of the classroom teacher, in consultation with other 
instructional staff as appropriate, to review and select supplementary instructional 
materials and resources for use in the classroom. Supplementary materials and 
resources are primarily used by a teacher to enhance instruction, or by particular 
students to meet specific needs. All recommendations for the purchasing of 
supplementary instructional materials shall be submitted to the building principal with 
a supporting rational and for approval under established District purchasing 
procedures. Even where no purchase is required, all teachers are strongly encouraged 
to review their selection of supplementary instructional materials with the Director of 



 
 
 
BOARD OF EDUCATION                              PROGRAM 
PORT WASHINGTON-SAUKVILLE PUBLIC SCHOOLS      2521 / page 3 of 5
  

administrative guidelines 

Instruction prior to actual use as each teacher will ultimately be accountable for 
his/her decisions.  

B. When selecting supplementary instructional materials and resources for use in the 
classroom, the classroom teacher shall keep in mind the general selection criteria 
outlined in Board policy and shall abide by the following procedures: 

1. Supplementary instructional materials and resources should only be selected 
to support, not supplant, textbooks and related core materials that have been 
adopted as a component of the District’s standard curriculum. 

2. All instructional materials and resources must be used in accordance with 
current copyright laws and licensing agreements. 

3. The incorporation of relevant and brief media segments/clips within 
interactive learning activities that support particular academic standards, 
curricular goals, or learning objectives is encouraged, but the extended use of 
media resources for passive listening/viewing activities that occur during 
classroom instructional time is generally discouraged. Staff members are 
expected to (1) clearly identify any such passive listening/viewing activities 
(e.g., watching the entirety of a full-length film) within their lesson plans (by 
date(s) and total allocated time); (2) obtain the advance approval of the 
building principal prior to using any audio books, documentaries, films, etc. 
that were not previously evaluated and purchased by the District; and (3) be 
prepared to justify the instructional value of their planned passive 
listening/viewing activities upon the request of the building principal.  

4. Any member of the District’s instructional staff must first consult with and 
obtain the prior approval of the Director of Instruction prior to purchasing, 
using in the classroom, or directing students to access any computer media or 
other digital resource (including any Internet-based application) that (1) 
requires the District or any user to actively accept specific licensing terms, 
terms of service, or a subscription (including via a “click-through” 
agreement); (2) requires the installation of any software or plug-in application; 
(3) requires the creation/use of individual student accounts or logins; (4) 
tracks individual student progress for assessment or other purposes; or (5) 
requires the submission of identifying information about any individual 
student(s).   

5. As with the selection of textbooks, the classroom teacher will consider the 
accessibility of the particular supplementary instructional material or resource 
for students with disabilities and other students who may require special 
formats (e.g., English language learners) and whether there are alternate 
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materials or resources that can be used or accessed that will enable students 
with special needs to obtain the educational opportunities and benefits in a 
manner that is as timely, effective, and integrated as it is for other District 
students. 

III. Reconsideration of Textbooks and Other Classroom Instructional Materials or Resources 

A. Challenges regarding specific textbooks or other instructional materials or resources 
used in the classroom will be reviewed upon written request. Such requests will be 
referred to appropriate staff members in a school in which the materials are used. 
Assigned staff will review the item or resource in question and present a 
recommendation to the Director of Instruction.  The administrator(s) receiving the 
staff recommendation will make an initial determination on the challenge, and inform 
the District Administrator and the person who challenged the material of the 
determination. 

B. Should the complainant be dissatisfied with the administration’s initial determination, 
the complaint will go to a Materials Review Committee consisting of at least three (3) 
licensed staff members selected by the appropriate building principal and the Director 
of Instruction.  

1. This committee will make a recommendation to the appropriate building 
principal and the Director of Curriculum and Instruction, who will review the 
Committee’s recommendation and reach a decision.  The administrative 
decision following the Committee’s review will be communicated to the 
complainant.  

2. The meetings of the Materials Review Committee will be conducted in 
compliance with applicable requirements of the Open Meetings Law, 
including ensuring appropriate public notice of the committee’s meetings.  

C. Should the complainant be dissatisfied with the administrative decision made 
following the review that is conducted by the Materials Review Committee, the 
complaint will be referred to the Superintendent for consideration.  Decisions of the 
Superintendent shall be final.    

D. Unless and until the District representative who is charged under these procedures 
with reviewing and responding to challenges to textbooks or other instructional 
materials or resources used in the classroom determines that a challenge to an item or 
resource will be upheld in whole or in part, the material or resource in question 
generally will not be discontinued from being used in the classroom. However, the 
person challenging the use of the textbook or other instructional material or resource 
in the classroom may request the District to provide alternative instructional materials 
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or resources for their child to use in the classroom in lieu of the challenged material. 
Such requests may be approved at the discretion of the building principal in 
consultation with the classroom teacher.  

E. Duplicative or otherwise redundant requests to reconsider the same resource or to 
reconsider a different resource with substantially similar content for substantially 
similar reasons may be restricted. In the event that the District concludes that a 
reconsideration request is redundant to a previous request in which a relevant 
resource was thoroughly reviewed and evaluated, the District will inform the 
complainant that the District is choosing to rely on the previous evaluation and that 
the complainant may immediately seek a final review of the decision by the 
Superintendent.   
 

Approved:  8/18/04 
Revised:  6/14/10; 5/11/22 
 
Cross Reference: 
Board Policy 2521 – Selection of Textbooks and other Classroom Instructional Materials and Resources 
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