Copy and Resource Request Procedures
(last update 8/26/2012)
Copying
· All requests for classroom resources must be submitted by email to Resource Coordinator. Resource Coordinator will then fill your order from stock or will submit an order request.  Large items deemed “special order” may be subject to justification by classroom teacher/requester.  Any item desired but not immediately required will be placed on a “waiting list” until A.) funds become available or B.) the resource becomes a necessity.
· All electronic non-test copy requests must be emailed to copies@hyndmancharterschool.org; all electronic test copy requests must be emailed to zleydig@hyndmancharterschool.org.
· All paper copy requests must be attached to a copy request form and turned into the appropriate bin at Mrs. Leydig’s desk.
· If you must make a single copy (from a packet, book, teacher’s guide, etc.) to be submitted for copying, Mrs. Leydig will make said copy.
· Copies will be placed in your mailbox for pick up.
· All copies must be requested by 12:00 NOON on the day before required.
Resources
· SFA/Singapore Math non-copy resource requests must be filed by 12:00 NOON two days prior to date required. All SFA/Singapore Math resources must be returned and accounted for in due time after completion of lesson.
· All requests for classroom resources must be submitted by email to Resource Coordinator. Coordinator will then fill your order from stock or will submit an order request.  Large items deemed “special order” may be subject to justification by classroom teacher/requester.  Any item desired but not immediately required will be placed on a “waiting list” until A.) funds become available or B.) the resource becomes a necessity.

