COMMUNICATION CENTER ADVISORY COMMITTEE
Of the State Rehabilitation Council for the Blind
Report for February 25, 2016


Members Present:     Catherine Durivage, Steve Jacobson, Kristin Oien & Ryan Strunk 
Staff Present:  	Dave Andrews, Brianna Holeman, Stuart Holland, Jay Maruska, Vicky Roberts, Annette Toews & Linda Woodstrom


Approval of Minutes

The November 19, 2015 Communication Center minutes were approved as submitted.  


General Updates

Brianna Holeman reported that the 2015 annual report was returned recently after being reviewed by the DEED Commissioner.  Only one report was done for both Communication Center & Services for the Blind this year.  Angela Bodensteiner, Lisa Larges, & Annette Toews worked on the report. The commissioner’s office took eight weeks to approve it, and CARD only made some of our requested edits.  We are in the process of getting the report in audio and braille formats. 

Hal Schardin has retired and Dave Andrews now manages the engineering staff.  Dave is also heading up the ongoing effort to update and replace software used within the Communication Center.  

There are plans to have interns gaining experience by working throughout State Services for the Blind this summer.  Some of these will be doing work within the Communication Center.  

Lisa Larges may be coming to the next meeting to talk about outreach and engaging this committee.  Several other items that were discussed at this meeting can be explored with her in more depth.

The Communication Center has 159 books on BARD now.  We should be proud of that accomplishment.  

Handling Requests for Textbooks from Start to Finish (See document in Preview Report)

Annette reviewed the processing of textbook requests.  A search is conducted to see if a book is available from Learning Ally or National Library Service. Linda Woodstrom talked about e-text production which can be done with either pdf or Word.  There was discussion about listing the books in ACCESS Text which is a pdf publisher clearinghouse.  Last year all books were sent to students via file transfer.  It was suggested that BookShare should also be considered when looking to see if textbooks are available as well.  

Jay Maruska introduced Vicky Roberts to the committee.  Vicky is the braille librarian and she talked about the online ordering process for braille. K-12 and adult requestors are handled separately.  An order form link is used for K-12 and a different link for the adult requestors. Vicky searches the LOUIS database from the American Printing House for the Blind.  If not available, the book will be transcribed.  Steve asked how textbooks available as NIMAS files are handled.  Vicki noted that a good deal of cleanup and formatting must be done but that using these files avoids the need to scan and perform Optical Character Recognition.  Approximately 100 publishers make their books available through NIMAS.  Duxbury, MegaDots, and Braille 2000 are some of the braille translation programs that are used for transcribing.  Working with the new UEB code has been challenging for some of these software programs.  

Organization Liaison Coordinator Needed—Stuart Holland

Stuart commented that during one of the recent IAAIS conferences there was a workshop on writing job descriptions for volunteer positions that you never thought of before.  An idea came to him that there is a need to reach people who cannot read print with disabilities other than blindness or visual impairments such as MS, CP, etc.  Stuart went over the position description that was written which is included with these minutes.  He is open to ideas on where to go from here on how to reach people.  Kristin stated that she will share the outreach information at some of her stakeholder’s meetings. 

Steve asked how this fit in with work that Lisa does. We can still do outreach activities for the Communication Center even though order of selection is still in effect with Workforce Development. A suggestion was made that perhaps information about the Communication Center could be shared with the general Vocational Rehabilitation agency since many of their customers have reading disabilities. The National Library Service recognizes that physically disabled individuals are a group of users that qualify for their services as is indicated in their name.

Stuart and Annette are looking at a maximum of 10 volunteers for some of the different areas of disabilities. A suggestion was made that perhaps a brochure that advertises the Communication Center more emphasizing State Services for the Blind less would help.  Learning Ally is now serving one third blind people and two thirds other reading disabilities.  Annette mentioned that there was some discussion of using the tag line “Minnesota’s  Accessible Reading Source.”  A public service ad based on one from Colorado about promoting the Communication Center’s services has been created.  The goal of this PSA is to make the Communication Center’s service more visible to the broader disability community. 

Discussion of Preview Reports

Ryan Strunk asked if the Windows XP recording software that we now use will be causing trouble in the future since Windows XP is no longer supported by Microsoft.  Are there special requirements that prevent moving to a supported operating system?  Dave responded that we have USB based booths. All of our equipment will eventually have to be replaced. The CC is trying to come up with a plan to test Windows 7 and we hope to convert the booths to Windows 7 also. The changeover has taken longer than we initially thought it would.  

Dorothy Worthington presented a Nemeth UEB workshop recently to Communication Center transcribers.  This workshop addressed how to use Nemeth Code within UEB.  Sue Christenson will be presenting a Duxbury workshop for individuals in April.  

Steve commented that he was concerned about the low attendance at this meeting.  However, he noted that Mark Dahlberg tried to call in for this meeting, Liz Bruber had notified us that she was ill, and Ezra Kesler had notified us earlier that there were known schedule conflicts. 

[bookmark: _GoBack]The next meeting will be held on May 26th at 3:00 pm.


 Member Reports

Following are the Preview Reports that were previously submitted:

Minnesota Braille and Talking Book Library News by Catherine Durivage
Annette and I continue to make progress on our joint application. Staff at the library and SSB continue to participate in monthly training sessions using Skype. These training session touch on all aspect of our services. In December 2105 and January 2016, SSB staff shared information about NFB-Newsline and Dial-in News. 
The switchover to one shared toll-free number has gone well. Patrons continue to express their appreciation in having just one number to remember. In 2015, staff handled over 19,000 calls on its toll-free and local numbers. 
And speaking of statistics, in 2015, over 295,000 items were mailed to MBTBL patrons and titles we duplicated onto cartridges filled over 26,000 requests. We also added 150 additional new large print books to our collection. 
The library recently advertised for an Audio Visual Education Specialist position. The position closed February 16. The person in this position will run the library’s volunteer-driven recording program, creating digital audio recordings for library patrons. We hope to hold interviews later this month or in early March. 

RTB by Stuart Holland 
Local reading sites:
We’re trying to check out a report that there has been a lack of reading in Rochester.
IAAIS, National and International:
The biggest item happening recently is a request that we are working with to help establish a reading service for the blind in the country of Oman. It would be the first Audio Information Service in the Middle East. At this point, there have been several long letters of information sent to them.
We are also now contributing a monthly article for the online e-magazine Radio World. We’ve been doing this now for a few months.
I am also in the final six months of my presidency of the IAAIS. Reflecting on that, we have done more international outreach than in former administrations. We have also responded more actively when there have been threats of dropping funding for services. I feel our Board has operated very well together – like a fine piece of machinery, each doing his/her part. I will be remaining on the Board for the next six months as Past-President.
Staff: No changes.
Volunteers:
I continue to be surprised how many people are interested in volunteering who have never set foot in Minnesota. We had a request from southern California from a man who had worked for another service years ago. He took our Oral Reading Test and we did not pass him. He had found out about our service through the Radio’s Facebook Page.
We’ve had a few retirements from volunteering lately. The longest service was from Howard Cox, who started with us in 1978. Over the years, he read newspapers live, recorded programs from periodicals, and recorded books. He had a wonderful, warm way of presenting his readings.
We are still working on finding people to fill our new volunteer position: Organizational Liaison. We have listed it in a number of places.
We have not yet had a meeting of the Radio Talking Book 50th Anniversary Committee. I am waiting for a response from a Hamm Family representative before scheduling the first meeting. I will only wait, though, until March 1. I am convening the committee, but Tony Lopez will be chairing it, since I will no longer be employed here in 2019. 
Archives:
One of the startling facts in the last couple months has been how many people are now going to our online Archives to listen to programs and books. For the month of December, we averaged 183 hits per week. That’s huge.
BARD Books:
And the numbers of people accessing our books on BARD is also huge. We have had over 6000 downloads of our BARD books since we started converting our books to BARD.

Audio Services by Annette Toews


PALS Online Catalog

Linda Woodstrom, Dan Gausman, and two volunteers attended training February 17th and 18th to learn how to use the OCLC and ALEPH systems to update our PALS online catalogue, once it becomes a reality.  We are working with PALS to get the first batch of records in shape and to tailor their online catalogue template with our information.  For those of you who are dying to know, OCLC stands for Online Computer Library Center and ALEPH is the name of an integrated library software system. 

Student Intern

We hope to hire a transition student intern to help us clean up our bibliographic records so that they can be included in our PALS online catalogue.  Additionally, the intern may be able to assist on other projects, such as the SSB archive.  Now that Linda Woodstrom has been exposed to these software systems, she can determine workflow and roles.   

Stand up Recording Booths

Our one stand up recording booth is so popular among our recording volunteers that we want to add another. We’ve identified a new, cost-effective sit/stand option that may allow us to convert a few other booths.

MNSCU

Annette Toews and Linda Woodstrom met with Wendy Robinson, Director of Student Services for MNSCU. Wendy is relatively new in this position and we introduced ourselves and our history of working with MNSCU to produce accessible texts.  Wendy described the large turn over in recent times of MNSCU disability officers and invited us to present at a meeting they are having on April 5th. We look forward to working with Wendy and the MNSCU disability officers to help meet their changing needs. 

MBTBL

Annette Toews will be attending the MBTBL’s Advisory Committee meeting on February 22nd to update members on our Kaizen progress.

Dial-In News Facts and Figures

The number of calls into Dial-In News has fluctuated a little since FFY 2012:
2012 = 12,698
2013 = 11,664
2014 = 9,014
2015 = 11,172
So far, in the first 4 months of FFY2016, we are already at 4662 calls.  If this pace keeps up, we will be close to 14,000 calls this year.   

Average length of calls seems to be slightly decreasing:
2012 = 10:10 minutes
2013 = 10:55 minutes
2014 = 10:40 minutes
2015 = 10:00 minutes
First four months of 2016 = 8:45 minutes

Percentages of publication accesses last year in FFY2015 were 54.66% StarTribune, 36.31% Pioneer Press; 5.38% City Pages, and 3.66% Brainerd.  The hard numbers are 8,199 StarTribune, 5,490 Pioneer Press, 698 City Pages, and 200 Brainerd Dispatch.

The categories most accessed in the StarTribune were sports (2,761) and TV listings (1,775).  Those accessed most in the Pioneer Press were local (1,292) and sports (1,263).  Obituaries came in third for both.  The categories most accessed in the Brainerd Dispatch were obituaries (61), life (38), and local (33).  The most accessed sections in the City Pages were Eater’s Digest (221), Savage Love (173), and news and features (153).


Engineering by David Andrews
As you know, the Engineering Unit of SSB’s Communication Center has gone through a number of major changes in the past few months. Long time Electronics Technician George Aldahl retired after many years of dedicated service to blind, visually impaired and deafblind Minnesotans. The decision was made to not fill his position, to save money, and because most of the equipment that George routinely repaired is now new digital talking book machines from NLS, so there is less work to do.
In mid-December, Hal Schardin, long-time supervisor of the Engineering unit also retired. He had worked at SSB for approximately 15 years, and was an integral part of the success of the 21st Century Plan. Under his guidance, the Engineering Unit moved from analog to digital technology, rebuilt RTB studios and recording booths, put in our own satellite uplink and more.
The Engineering Unit has had the usual kinds of mishaps and breakdowns. Our local reading was not available in Duluth for over a week, primarily because of problems with telephone company equipment. Likewise there were local problems in Rochester, which were quickly fixed. Finally, Fergus Falls’ local reading has had some equipment breakdowns, some of which was quickly fixed. However, they distribute their readings on cassette and their machines, which they use for duplication also stopped working. We were able to repair one, but it didn’t work long, so we are looking for service/repair manuals for the machines, so we can do a proper job.
The sound cards, (external USB devices,) in our recording booths continue to fail with some regularity. We had previously identified a replacement unit that was affordable, of good quality, and was still available. However, we are finding that some of these units have problems operating under Windows XP, which is used in the booths. We are in the process of exploring solutions, and/or other replacement units.
We continue our work to identify the front-end and back-end components that will be needed to replace our current recording and management systems. We have tentatively decided on Hindenburg Audio Book Creator for our recording software and are exploring the cost of the software, and how we can obtain the product. It is developed overseas, so there will be some extra hoops to jump through.
We are seriously investigating the use of KLAS software to manage more parts of our business. As you know we now use it to handle our equipment and Dial-In News subscriptions.  They have additional modules and functionality that should do much of what we need to do. We expect to receive a demo from Keystone Systems, in the next week or so, concerning its module used to manage Braille production entities. 
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Communication Center
Minnesota’s Accessible Reading Source (MARS)    

                  Audio and E-text Transcription Policies and Practices

We pride ourselves on providing timely, high quality, accurate transcriptions of printed materials.  The volunteers who produce your transcriptions are carefully screened, and are professionally tested and trained.  Please let us know if you have any questions or concerns about your transcriptions or accessing your transcriptions.  Also, please let us know if you appreciate your transcription.  Our volunteers enjoy knowing that they have provided you with the quality you expect.

1. Transcription work can begin once we have:
a. Ordering documentation; and
b. The print material to be transcribed.
i. Hard-copy print material is required for human-narrated audio.
ii. Hard-copy or electronic copy material can be submitted for e-text services.

2. Transcription work is done by volunteers.

3. We make every effort to produce timely transcriptions. Transcription times vary, depending on complexity, size, and priority of materials, as well as availability of volunteers with subject matter expertise.

4. Classroom, organizational, vocational, and book club materials receive highest transcription priority, followed by leisure materials.  This may vary, depending on individual circumstances.

5. Original materials may be marked throughout with pencil to facilitate transcription.

6. Materials will generally remain intact for audio recording.  We may ask you for permission to unbind the materials, so that we can have multiple readers working on your project at the same time. Materials will be rebound with comb binding.

7. Materials for e-text will be unbound, so that they can be scanned.  Materials will be rebound with comb binding.

8. Classroom transcriptions will be delivered in installments, unless completed before needed.

9. Organizational, vocational, and leisure transcriptions will be delivered when completed, unless installments are requested.

10. Book club transcriptions will be delivered when completed, unless installments are requested. 

11. Books are read from the beginning to end, unless you request differently.  When a class reading assignment schedule is provided, the transcription will follow the assignment schedule e.g. Chapter 1, Chapter 7, Chapters 3 – 5, etc. 

12. With a few exceptions, we will transcribe those portions of the material you request.  Please see the table entitled, What is Transcribed? for transcription details.  If you want your transcription to be different, please specify on the order form.

13. Customers may provide us with their own personal digital cartridges or flash (thumb) drives, onto which we will copy the transcription.

14. Copyright holders may request transcriptions into MP3 and copied onto CDs, DVDs, and cassettes that play in commercial players.

15. Most materials are now sent by file transfer download.  File transfer download links are sent to the customer’s email provided on the order form.

16. Transcriptions copied to customer-owned cartridges or flash (thumb) drives need not be returned.

17. Audio transcriptions copied to SSB-owned cartridges must be returned within the loan period.  The loan period is 6 months.

18. Copyright. All non-copyright holders receiving transcriptions of copyrighted materials are subject to federal copyright laws, which restrict further duplication or distribution.  All non-copyright holders receiving transcriptions must sign and return the MINNESOTA STATE SERVICES FOR THE BLIND COPYRIGHT NOTICE AND CUSTOMER AGREEMENT.

19. Pricing.
a. Transcriptions for personal use by customers are provided free of charge.
b. Audio transcription of classroom materials (textbooks, handouts, syllabi, reading assignments, etc.) are $2.00 per recorded hour and billed to the school.
c. Audio transcriptions for organizations are $12.50 per recorded hour.
d. If an order is canceled or altered, charges are incurred for all material which has been recorded up to the point of the cancellation or alteration, even if not delivered.
e. Large print for schools and organizations:  5 cents per page for comb bound paper copy.  No charge for electronic copy.
20. Billing.   
a. We request purchase orders (POs) from schools before transcription begins.  This can be a blanket PO for the school year or a specific PO for the order. 
b. Schools and organizations will be billed upon completion of the transcription and delivery.

21. Shipping.  All non-commercial recordings are shipped “Free Matter for the Blind,” unless First Class mail or special delivery is requested and is billed at the current rate.   Commercial materials are shipped First Class mail.

To reduce costs and to keep our services affordable, we use reusable mailers for cartridges and cassette tapes.  Please return all reusable mailers to the Communication Center.  To return the reusable mailers, simply remove the address label from the window and place in a mailbox.    CD mailers do not need to be returned. 

Transcriptions and original print materials are delivered to the customer at the address requested.  Print materials are returned to customer after transcription is completed and reviewed.



Audio Services Textbook Production Process Overview – From Receipt to Delivery
Audio
1. The Audio Services’ library technician enters the book into our business software (CCSS) and creates hard copy production cards, on which we note what is recorded, when, by whom and when we send out recordings.
2. The book is passed to the alternate media specialist, who determines how many DAISY marker levels there will be.  (DAISY stands for digital accessible information system, the international standard for digital markup in books for folks with print-impairments). 
3. The alternate media specialist prepares instructions to volunteers on how to create the DAISY structure for the book e.g. what parts of the book will need markers and how many levels are markers are needed and what types of headings in the book will be on what marker level.  DAISY allows us to structure up to 6 levels of markers in addition to page markers.
4. Volunteers create the DAISY structure for the book in our recording software and preprogram the system to insert the markers in a preset order.  At the same time, they place checkmarks in the book by headings that have markers.  This is to signal the volunteer who is later recording the book to know when to insert a marker into the recording.
5. Staff check the accuracy of the DAISY structure.
6. When the structure is complete and verified as accurate, the book is passed to the volunteer coordinator.
7. The volunteer coordinator reviews the book and prepares transcribing instruction for the volunteer readers.  The volunteer coordinator also determines what reading skills are necessary, which readers can be assigned to the reading, whether there are any pronunciation reference materials to set out for the readers, and whether any pages need to be copied – either for ease of reading (such as endnotes and answers to questions that are on later pages) or because the material will be divided up and sent to one or more home readers.
8. Volunteer coordinator assigns book to qualified readers.
9. Volunteer readers produce two hours of recorded material each week.  While recording, they touch a button to insert the digital markers in the correct spot.
10. If a volunteer is a home reader, they then copy their two-hours of recording onto a CD and mail it into us.  When we receive it, the volunteer coordinator uploads it to our servers.
11. Finally, we duplicate the recorded material each week and send to student, sending it out in installments so that the student stays current with reading schedule.  In the rare circumstances that we get a textbook ahead of time and can record it in its entirety before the class starts, we can wait and send out a finished product.  This rarely happens.
12. Last year, all textbooks were delivered by file transfer download.

E-text
1. The Audio Services’ library technician clarifies what format is requested (PDF, Word, etc.) enters the book into our business software (CCSS) and creates hard copy production cards, on which we note what is recorded, when, by whom and when we send out recordings.  They also search to find an electronic copy on Access Text.  If so, we order it.  
2. If not, the book is passed to the alternate media specialist, who reviews the request, assesses what work needs to be done, and whether staff and/or volunteers will do the work.  
3. We may receive inaccessible e-text – handouts, documents from an eLearning site - with requests to make them accessible.
4. If, however, we receive a hardcopy, we chop off the binding and scan it.  
5. If the customer wants an accessible PDF, we then save it in chapters and run it through Adobe Pro, making sure it ends up as an accessible PDF.  
6. If the customer wants it in Word, we save it in chapters and run each chapter through OCR (Optical Character Recognition).
7. After that, we clean it up by adding style headings, alternative text, make charts/graphs/ etc. as accessible as possible by reformatting or describing, etc.   We follow same basic transcription guidelines as for audio transcriptions.
8. PDFs can usually be created within a couple a days.  Word documents take longer.
9. We deliver by file transfer download.

Volunteer Position Description – Organizational Liaison
Report to: The volunteers would report to Stuart Holland and Annette Toews.
Purpose: To further the contact and connection with organizations that work with people with disabilities other than blindness and visual disability (e.g. brain injury, MS, CP, etc.) expanding our network.
Duties: Identify appropriate organizations to contact, especially those with whom there is a small degree of separation. Find the most appropriate contacts and make the contact. Each Organizational Liaison would concentrate on only one organization. Explain the connection with the Communication Center, invite the contact for a tour and possible interview on the RTB, arrange ways for CC staff to connect to the membership/audience of said organization. Participate in monthly meetings with other Organizational Liaisons, and quarterly update meetings with Stuart and Annette.
Commitment: Minimum of one year.
Interpersonal Relationships: CC staff, other Organizational Liaisons, and many organizations.
Work Environment: Meetings would be at SSB, but they would conduct their volunteering at many locations around the Cities and State.
Physical/Special Requirements: interpersonal skills, need to be able to get around, can be a person with disabilities.
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