
Standard Operating Procedure (SOP)
Selection of Instructional Materials and Resources
Purpose:

This SOP details the process for the selection of instructional materials and resources to ensure effective and
relevant educational content. It covers criteria for evaluating materials, alignment with curriculum standards, consideration
of diverse learning needs, authenticity and accuracy of information, accessibility and inclusivity, cost-effectiveness, and
approval procedures. The goal is to provide educators with high-quality, appropriate resources that enhance student
learning outcomes and support instructional goals.

Scope:
Applicable to all instructional staff, curriculum coordinators, and resource selection committees.
Covers textbooks, digital resources, supplementary materials, multimedia, and learning aids.

Definitions:
Instructional Materials: Any content, tool, or resource used to support instruction and learning.
Resources: Includes print, digital, visual, and multimedia materials used in instruction.

Responsibilities:
Educators: Identify resource needs and participate in evaluation.
Curriculum Coordinators/Committees: Lead selection, evaluation, and approval process.
Administrators: Provide oversight, final approval, and ensure budget alignment.

Procedure:

1. Identification of Needs
Educators and curriculum developers identify gaps or needs for new/replacement instructional materials.

2. Initial Screening
Compile a list of potential materials from relevant sources (publishers, digital platforms, open resources, etc.).

3. Evaluation Criteria
Alignment with current curriculum standards and instructional goals.
Accuracy, authenticity, and credibility of information.
Support for diverse learning needs, including differentiated instruction and varied learning styles.
Accessibility and inclusivity for all learners (e.g., language options, accommodations for disabilities).
Cultural relevance and sensitivity.
User-friendliness and ease of integration into classroom practice.
Cost-effectiveness and licensing considerations.

4. Pilot Testing (if applicable)
Select sample materials for trial use and gather feedback from educators and students.

5. Review and Selection
Committee reviews feedback, evaluates against criteria, and ranks materials.
Document recommendations and rationale for selected materials.

6. Approval Process
Submit selected materials for final administrative or board approval as required.
Document approval and arrange for procurement or licensing.

7. Implementation
Distribute selected materials to educators with training if necessary.
Monitor use and effectiveness; collect ongoing feedback.

Documentation and Record-Keeping:
Maintain records of needs assessments, evaluation rubrics, selection decisions, approval documentation, and
feedback reports.

Review and Revision:
Review this SOP annually and update as needed to reflect new educational standards, technologies, or institutional
requirements.

Approved by: __________________
Date: __________________
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