E-text/Recorded Text Policies
If a student has received approval for e-texts or recorded texts, every effort will be made to obtain the format preferred by the student.  However, expediting that process requires timely collaboration between Disability Support Services (DSS) staff and the student: 
1. Students should first check the online catalog for Learning Ally (formerly RFB&D) to see if any of the texts they need are available there.  If so, they must advise DSS that they need to be re-verified or added to Southern’s student list.  Once verified or added, students may order and download directly from the site.   

2. If required texts are not available at Learning Ally (LA), they should next check Bookshare.org.  They may obtain a free, individual membership, and if they are already a member of LA, they do not need to present documentation to Bookshare.   (Membership is not required to search for texts.)
3. If required texts are not available at LA or Bookshare, students may submit an “E-text Recorded Text Request Form” along with proof of purchase of the hard copy, for each text requested through DSS. 

4. Students must deliver completed requests to DSS at least 15 working days before the texts will be needed.

5. When students pick up their first alternative text of each school year, they must sign an “Electronic/Recorded Text Distribution Agreement.”

Individual Memberships in Learning Ally
Although DSS holds an institutional membership for Learning Ally and recorded texts can be ordered through that membership, students sometimes have individual memberships.   Reasons for this situation include
1. Portability of an individual membership.

2. Vocational Rehabilitation or another entity sometimes purchase memberships for their  clients. 

3. Documentation does not meet Southern’s guidelines but does meet Learning Ally’s, which are not subject to the same guidelines as Southern’s. 

No matter what the reason for having an individual membership, DSS can still assist the student with obtaining materials in alternative format when a required text is not available through LA.  In that case, once the student has provided DSS with documentation of membership in LA, Southern’s DSS office can assist the student in securing an e-text from Bookshare or the publisher as a service to a Learning Ally client who is also a Southern student.   
