
  Textbook DOs and DON’Ts 

 

     (How to prevent Textbook Fines: YOU are responsible to know and follow all rules listed!) 
 

Mrs. Dowell adowell@hf233.org  or  www.hfhighschool.org/resources/textbook-center/ 

 

Books are ALWAYS due on your last day of class attendance in the applicable courses. 

LATE returns will be accepted only until the last business day in June with $5 Late Fee per book. 

After Thursday, June 30, 2022, unreturned items from the 2021-2022 school year are 

YOURS TO KEEP, and full replacement cost must be paid, as well as any late fees incurred. 

 

 

 DO  Write your name inside each textbook as soon as you receive it, so you will be less likely to switch your 

copy with someone else’s.  You are responsible to return the copy with the barcode number you were issued. 
 

 DO  Return items that you no longer need—due to a schedule change—to the Textbook Center.  Such items  

are due immediately, and you will not be issued new books until all books from the dropped course(s) are returned. 
 

 DO  Return all textbooks/discs to the Textbook Center at the end of the semester or year, depending 

on course length.  You will be charged a $5.00 late fee for EACH item not returned by your last day of course attendance.  
 

DO  Bring any textbook that is coming apart/losing pages or covers to the Textbook Center. 

You MUST return all parts/pages/covers of the book for replacement, repair or return credit. 
 

 DO  Keep each disc issued in its case.  You will be charged full replacement cost for lost/damaged discs. 
  

 DO  Wait at the counter as returned items are scanned in to ensure that they are cleared from your account. 
 

 DO  Request a receipt for proof that you have returned your item(s). 

 

DON’T  Leave your textbooks in classrooms—EVER!!—NO MATTER WHAT ANYONE ELSE SAYS or DOES.  If 

you are ALLOWED to do so by your teacher—YOU assume the financial risk for lost, stolen or damaged items.  Books are 

NEVER SAFE left unattended, and your teacher is NOT responsible for items left in his/her classroom. 
 

DON’T  Damage or allow damage to your textbooks/discs, don’t apply labels or adhesives to them, 

and don’t write on the pages/covers/edges.  You will be charged full replacement cost for damaged items. 
 

DON’T  Lend your textbooks to anyone.  If they lose or damage your books, YOU will be responsible. 
 

DON’T  Share your locker or combination, or leave your textbooks in anyone else’s locker.  Items are safer in a 

locker for which only you have the combination. 

DON’T  Damage or remove barcode labels.  An undamaged barcode identifies the item as your assigned copy; 

without it, YOU WILL NOT RECEIVE CREDIT for the item. 
 

DON’T  Return items to anyone other than Textbook Center workers.  Teachers DO NOT collect/return 

textbooks for you! 
 

DON’T  Abandon items anywhere at school.  Even if your item(s) are found, you will be charged a $5.00 fee 

each, for not returning your book when and as instructed by the Textbook Center. 
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