
 

 Braille and Large Print Books for Students with Visual Impairments  

 

The process by which the classroom teachers obtain VI materials has been 
modified. Through the special education process, you may or may not have students 
on your campus that have been identified as a student with a visual impairment. A 
small percentage of those students use Braille or large print materials.  

Individual campuses are responsible for these books in the same manner as 
other textbooks.  

In the state of heightened textbook accountability, all textbooks entering and 
exiting the building must be tracked. To ensure accuracy of inventory relating to VI 
Materials, the following steps have been implemented.  

 

Steps to ORDER THESE BOOKS are as follows:  

1. The VI teacher will attend all ARD’s and assist the ARD committee in making 
recommendations for Braille and/or large print books.  

2. The VI Special Education representative will notify their Campus Textbook 
Coordinator of the textbooks needed.  

3. The Campus Textbook Coordinator completes the Textbook Request/Transfer 
Form for the Visually Impaired. Copies are given to the VI Representative and 
forwarded to the District Textbook Specialist via interoffice mail.  

4. The District Textbook Specialist places the order with TEA.  

5. When VI materials arrive at Central Distribution, the District Textbook Specialist 
notifies the Campus Textbook Coordinator, so he/she can generate a computerized 
textbook order.  

6. Central Distribution delivers the materials to the campus.  

Steps to RETURN BOOKS to the warehouse:  

1. VI teacher will consult with the general education teachers(s) to determine if 
a textbook will continue to be used on that campus.  

2. If the textbook will not be used, or transferred to another campus, the VI 
representative will inform the Campus Textbook Coordinator that the 
textbook(s) can be returned to Central Distribution.  

3. The Campus Textbook Coordinator will then enter a computerized return for 
these materials.  

4. Central distribution will schedule pick up from the campus.  

 

Steps to TRANSFER VI BOOKS to another Alief I.S.D. school:  

1. The releasing campus VI Special Education representative will notify their 
Campus Textbook Coordinator and the receiving campus VI Special Education 
representative.  

2. The releasing Campus Textbook Coordinator will complete the Textbook 
Request/Transfer Form for the Visually Impaired indicating materials to be 
moved from one campus to another. (Forms are available from the District Textbook 
Specialist.) 



3. The releasing VI Special Education representative will hand deliver the books 
along with the Textbook Request/Transfer Form for the Visually Impaired to the 
receiving VI Special Ed Representative. 

4. The receiving VI Special Ed Representative will notify his/her Campus Textbook 
Coordinator of receipt of books and delivers the signed Textbook Request/Transfer 
Form for the Visually Impaired to his/her Campus Textbook Coordinator to obtain 
their signature indicating completion of transfer.  

5. The receiving Campus Textbook Coordinator sends the completed/signed 
Textbook Request/Transfer Form for the Visually Impaired to the District 
Textbook Specialist who will adjust inventories as appropriate. E-mails to both the 
releasing and receiving campus textbook coordinators will be sent to inform them of 
completion of inventory adjustments.  

 

If you have any questions involving textbook orders, contact the District Textbook Specialist 

at Central Distribution (x29820). Questions regarding VI recommendation services can be 

directed to Alief ISD Special Ed Dept. 

 

 


