Troup County Schools

Assistive Technology/Vision Impaired Department

Procedures for obtaining Accessible Instructional Materials
	Procedure
	Teacher does:



	1. Teachers identify students with documented learning, vision, physical disability that require Accessible Instructional Materials:
a. Learning disability must be in reading based on psychological report
b. Vision Impaired must be documented by physician’s report
c. Team must document in IEP the need for accessible instructional materials (special factors page items f. and g.).

	Send a copy of the Special factors page of the current IEP to Jessica Morman or Cynthia Yates at EEC 
Send a copy of the Accessible Instructional Materials book request form to Jessica Morman or Cynthia Yates at EEC.
Teacher should contact regular education teachers for regular education classroom textbook information.



	2. Teacher completes additional forms required for student(s) to receive Accessible Instructional Materials. Forms will be sent by Jessica Morman or Cynthia Yates upon receipt of special factors page and request for Accessible Instructional Materials book request form.

	Teacher sends completed information back to Jessica Morman or Cynthia Yates at EEC as needed. 


	3. Jessica Morman or Cynthia Yates will obtain materials and any other needed software/hardware for student and assist in facilitation and use of the accessible materials.

	Teacher contacts Jessica Morman or Cynthia Yates if additional books are needed.


