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2011 – 2012 RCVI POLICIES AND PROCEDURES
Braille Textbooks
The Resource Center for the Visually Impaired provides print instructional materials required in the classroom in Braille format to students who meet the definition of legal blindness as determined by an ophthalmologist, an optometrist or a neurologist (for CVI).  An IEP Team must document the need for Braille editions of print instructional materials. 
1. The RCVI provides textbooks and ancillaries (practice books, etc.) in Braille editions to Local Education Agencies for students who meet the definition of legal blindness and who are Braille readers or beginning Braille readers. 

2. The RCVI provides the textbooks and ancillaries that are listed on the current Official List of Adopted Textbooks in Braille editions.  To check the current list, please go to the Tennessee Book Company website at www.tennesseebook.com.
3. Braille editions of texts may be available to loan from the RCVI inventory, may be available to procure from a Braille transcribing agency or may be in transcription by an agency at the time of the RCVI receipt of the LEA request.

4. If the requested print instructional text is available in a Braille edition from the Resource Center inventory, the text will be loaned to the LEA for the student.  

5. If the requested text is not available in a Braille edition from the RCVI, but is available from a Braille transcribing agency either in completion or in transcription, the text will be procured and loaned to the LEA for the student.

6. Braille texts which are complete or being transcribed may be sent in partial shipments from the production agency according to each agency’s order processing, production and shipping schedules. The complete textbook or completed volumes may be shipped either in a matter of weeks or a matter of months. The turnaround time increases in the peak period from April 1st to October 1st.
7. Braille Production agencies do not maintain copies of the transcribed and embossed text on hand; copies are produced from the master copy originally transcribed by the agency.
8.  Many textbooks and even more ancillaries are not available in Braille editions especially the texts in the newly adopted series in a subject area and the Tennessee edition of a textbook.
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9. If a requested textbook or ancillary is not available in a Braille edition from a Braille transcribing agency, the RCVI will arrange for Braille transcription when possible. Photocopies of the front cover, the back cover, the title page and the reverse side of the title page or a standard print copy of the text and a course syllabus must be provided by the LEA.
10.  It is standard practice for a transcriber to begin with the appendices and the first chapters (two or three volumes).  A course syllabus provides the transcriber with a schedule to follow. Transcribers may be working on more than one book at a time.  
11. Braille transcribers give preference to textbooks over ancillaries and to textbooks with recent copyright dates (i.e. 2006, 2007, 2008, 2009, 2010 and 2011).
12. The Braille Production Center at the Tennessee School for the Blind transcribes and embosses text materials that are not available in Braille format.  Using NIMAS, publisher and Braille-ready electronic files the BPR produces texts in Braille format including the graphics. The BPR expands the RCVI capability to provide texts in Braille format.
13. If a Local Education Agency has Braille transcribing and embossing capabilities and wishes to transcribe the text which is unavailable in a Braille edition, the RCVI can provide either the NIMAS electronic file or the publisher’s electronic files, if available and upon request.
14. The availability of print instructional material in Braille format can be determined by searching the LOUIS database at www.aph.org. Click on LOUIS at the Home Page.  Searches can be made with the ISBN, key word or title.  The ISBN search is the most accurate and efficient.  Use the ISBN from the student edition of the text. 

15. Because not all textbooks and ancillaries are available at the RCVI in Braille format, it is necessary to request well in advance of the coming school year because of the weeks or months of turnaround time that are standard in receiving the book or beginning volumes.

16. Requests for Braille textbooks that will be needed in the 2011-2012 school year will be accepted at the Resource Center beginning March 1, 2011. It is understood that not all Braille text needs can be known at that time.  Please request Braille editions as soon as the need and the text are identified.
17. The RCVI provides one copy of the requested textbook/ancillary in Braille format.  If the IEP Team recommends multiple copies of a text in Braille format, it will be the LEA’s responsibility to purchase the additional copy directly from the vendor.  The RCVI does not procure additional copies of a Braille text. The RCVI will provide source information upon request.
18. Braille textbooks and ancillaries are provided by the RCVI at no cost to LEAs on a loan basis for the current school year.  The texts may be renewed upon request for the same student or for another student.
19. Braille textbooks/ancillaries may be transferred with a student who transfers to another Tennessee LEA.  A list of the transferred texts should be sent to the RCVI.
20. A 2011 RCVI Application for Service must be on file at the Resource Center for the Visually Impaired.
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