Welcome to the

Blind and Physically Handicapped

Library Services Division

of the

Mississippi Library Commission!

YOUR Library for the Blind and Physically Handicapped is located at:

3881 Eastwood Drive

Jackson, MS  39211-6473

We are open from 8:00 - 5:00 Monday through Friday.  If you are unable to visit, we may also be contacted using any of the following methods:

Telephone -- statewide and nationally:      1-800-446-0892
Local:   (601) 432-4116

Fax:      (601) 432-4476

E-mail

lbph@mlc.lib.ms.us
Web site:
        www.mlc.lib.ms.us/bphls
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Your Patron Identification Number: 

MS1A____________________
A Readers' Advisor has been assigned to assist you with any questions and/or problems you may have with your reading materials.  Your Personal Readers' Advisor is:
_____________________________________
If you have a problem with or questions about equipment, our machine lending department will assist you.  Please ask for:

_____________________________________
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INTRODUCTION

We at the Blind and Physically Handicapped Library Services (BPHLS) are happy to welcome you as a user of our service!  Our goal is to provide you with the best library service possible.  Let us know how we are doing----we love to hear from you.

Please take several minutes to look over this handbook.  It will explain how to order and return books, how to operate your equipment, and what to do if you have any problems.  Keep it handy to answer any questions you may have.

BPHLS, a division of the Mississippi Library Commission, is located in Jackson.  We are responsible for providing talking book library service to all persons in the state who are visually impaired, physically disabled, blind, or have a reading disability due to an organic cause.  Our collection has the same types of materials as a public library except ours have been narrated onto audio cassette tape, or transcribed into braille.  Three additional services, circulation of large print books, descriptive videos, and digital books through Lobe Library are available to our readers.

In addition to being a division of the Library Commission, we are also the regional library for the Library of Congress, National Library Service for the Blind and Physically Handicapped in Washington, D.C.---the national talking book library.  The National Library Service (NLS) provides us with the basic talking book and braille collection, catalogs, and equipment.  The Library Commission pays the operating expenses of the division.

Our library mails books to all users in the state and serves many people from preschool children to patrons over 100 years of age.  We hope to get to know you and want you to be happy with your library service.  Please contact us with library service related problems and we will do our best to rectify them.  We cannot always promise success, but we do promise we will try.

Correspondence to our library may be directed in a variety of methods.  Handwritten requests may be mailed directly to us.  If you prefer to call, please use the local number if you reside in Jackson. If you live outside the Jackson area and must use long-distance to call us, use our toll-free number.  Requests may also be faxed or sent by e-mail.  Internet access enables our readers to submit book requests, also.  All telephone numbers (both local and toll-free), fax numbers, e-mail, and postal mailing addresses necessary to contact us are listed on the inside front cover of this handbook.

The Borrower's Handbook is also available in braille and on audio cassette.  Let us know if you would like a copy in one of these formats.

If you would prefer all correspondence from our library to come to you in braille, please call and tell us.  We will be happy to accommodate you.

You should have received, or shortly will receive, your equipment, books, and catalogs from us to begin your service.  If you feel you are missing something, please let us know.

In addition to books and catalogs, you should receive a copy of the library’s quarterly newsletter, the Reading Light.  It will contain information of interest to users, news of happenings at BPHLS, and a listing of locally recorded books and magazines.  

As part of our local recording program, we record books and magazines by Mississippians and/or about Mississippi as well as other special requests from our readers.  These materials are recorded on audio cassette tape by volunteers.  Our recording program is sponsored by the Friends of Handicapped Readers, Inc.  Friends is a nonprofit organization dedicated to the promotion and support of the BPHLS program to benefit readers in Mississippi.  Tax deductible donations may be made payable to Friends of Handicapped Readers.  100% of donations are used to provide support to our library.  Many donations are made in memory or in honor of family or friends.  FOHR raised funds to purchase the recording booth, recording and duplicating equipment, blank audio cassette tapes, brochures and bookmarks promoting the library.  Members of Friends also provide volunteer support through such activities as monitoring and narrating the books and magazines onto a master tape, collating applications, labeling mailings to our readers, data entry into our automated circulation system, answering telephones and many other activities.  For further information, please contact our library.  

The BellSouth TeleComm Pioneers repair equipment no longer under warranty (C-1 standard cassette players).  Parts and materials are provided by NLS for repairs, but the Pioneers repair this equipment as a free service to our library.  Because of these dedicated volunteers, our library maintains a constant supply of replacement players for loan to our readers, thereby eliminating waiting lists.

The Reading Light newsletter is available in large print, on audio cassette and in braille.  You will automatically receive the large print edition.  If you would prefer another format (audio cassette or braille) please let us know.

The first thing you should have found upon opening this handbook was a page with some information you will need when you communicate with us.

First is your PATRON IDENTIFICATION NUMBER.  Please include this number when you write us or send in book requests. This number also appears on inside front cover of this handbook.  It will also be on the mail cards of the books and/or magazines sent to you.   All numbers begin with "MS1A" and are followed by six additional digits or letters.  This unique number is also used as your user’s ID for those wishing to access their account and order books online (WebOPAC).
Next is the name of your READERS' ADVISOR.  This individual is responsible for the reading materials being sent to you.  If you have requested the library to select books for you, it is this person, your Readers' Advisor, assigned to do this.

The Readers' Advisor also keeps other information in your files up-to-date.  For example, you need to tell your Readers' Advisor if you have a change of address or telephone number, if you need to temporarily place your service on hold while out of town, etc.  You also need to let the Readers' Advisor know if you are not receiving the kinds of reading material you want, if you are not receiving requested materials, or if you wish to make any changes in the type of service you receive (such as raising or lowering the number of books or magazines being sent to you).  If your Readers’ Advisor is unavailable, any BPHLS staff member can access your record and serve you.
If you have a question about the use of your equipment or if it is not working properly, you should also contact our library.  Please ask for the machine lending department.  The name of the individual who responds to equipment related problems is also located on the inside front cover of this handbook.  

ABOUT TALKING BOOKS . . . 
The collection of Blind and Physically Handicapped Library Services mainly consists of the same title and subject selections you would find in a moderately-sized public library.  Both fiction and nonfiction books have been selected for all age groups.  Our fiction collection contains many titles in various genres:  westerns, mysteries, romances, bestsellers, suspense, science fiction, literature, etc.  The nonfiction collection contains biographies, religious works, science, history, health, etc.  Our collection does not contain textbooks or other more specialized scholarly materials. (There is a place you can order such material.  See "Additional Services" on page 36.)

Talking books are word-for-word the print text.  The text is not edited at all.  This is important to remember if you object to books containing strong language, violence, or explicit descriptions of sex. The annotations in our catalogs do state when any of these three factors are present in our books.  If you choose not to receive such books, BPHLS will not send them to you.  However, if YOU request a book that does contain strong language, violence, or explicit descriptions of sex, we WILL send it.
Books are also available in languages other than English.  Please let us know if you wish books sent only in the English language.  On the other hand, we have many books in Spanish as well as other languages.  Just let us know of any other languages in which you wish to receive books.

Our books come in three formats---recorded onto audio cassette tapes, braille, and large print.  If you would like to read large print books and have not registered for this service, additional information about  large print book service can be found on page 17.
Another service offered to our readers with VCRs (video cassette recorders) is descriptive video service.  These full-length feature films have an added special track in which a narrator describes the visual images for people who are blind or have low vision.  These narrated descriptions of visual elements---actions, costumes, gestures and scene changes---are woven into the pauses of a film’s soundtrack, and do not interfere with the movie.  You must own a VCR (video cassette recorder) in order to view these films.  More information regarding this free service may be found on page 18.
We no longer circulate braille books.  Our patrons are served through a contract with the Utah Library for the Blind and Physically Handicapped.  A toll-free number, 1-800-453-4293, may be called to order braille titles by those patrons registered for braille service.  If you wish to receive braille books, please call us so we can register you for this service. 

We no longer house older NLS-recorded books (RC numbers less than 40,000).  Our patrons are served through a contractual agreement with the Alabama regional library.  You can still order these titles through BPHLS; the request is forwarded to Alabama weekly and the books will circulate from their holdings.  In return for this service, Mississippi circulates descriptive videos and the digital Otis player as members of the Lobe Library consortium.

CATALOGS
In addition to the catalogs you received with your equipment, you will also begin receiving a bimonthly catalog called Talking Book Topics.  Braille readers will receive a subscription to Braille Book Review.  These catalogs list the latest books recorded or brailled by NLS for patrons.  The catalogs are available in large print, on audio cassette tape, in braille, or on a computer diskette. Order sheets are located at the back of each large print catalog and as a separate pullout in the recorded and braille versions.  When returning book order forms in braille, please be sure to include your name, address, and personal identification number on the form.  In the Spring of each year, a catalog of all audio cassette books issued during the last calendar year is compiled and distributed by NLS.  Every other year a catalog of braille books and a catalog of young readers’ books are issued.  These catalogs will be mailed directly to you when you complete the order form sent to you by the National Library Service.  The catalogs also include request sheets.  The sheets marked with your selections can be mailed to us "FREE MATTER FOR THE BLIND OR HANDICAPPED".  If you wish to receive these materials in a format other than the one currently being provided to you, please notify our library.  We will be happy to have the materials provided in another more accessible format for you.  For additional information on "FREE MATTER" see page 21.

TYPES OF SERVICE
To aid with assurance of quality service, BPHLS offers several methods to assist patrons with their informational needs.  We now have a catalog available through the Internet.  Our online catalog is called the BPHLS WebOPAC (online public access catalog). If you have a computer with access to the Internet, you can browse our holdings 24 hours a day.  The WebOPAC enables you to check for that favorite author, title, subject, narrator, series, or annotation and then add books or videos to your request list of materials you wish to borrow.  Use of the WebOPAC exclusions allows you to locate books without explicit descriptions of sex, violence and strong language if you wish to avoid this material.  To search the online catalog and order materials, please call your readers’ advisor to obtain your personal password.  

To access the WebOPAC, simply:

1. Type the address – http://bphopac.mlc.lib.ms.us
2. Choose all your titles

3. At check out, the WebOPAC will ask for your ID and password

4. Three available books from your list will be mailed the following day, the rest will remain in your request file.

You may wish to use the following methods of service in addition to the WebOPAC—or you may simply wish to receive books from our library in one or more of the following traditional manners:

· You may allow your Readers' Advisor to select books for you based on the subject preferences you indicated on your application

· You may choose all your own reading materials

· You may want a combination of the above two methods

If there are any specific titles or authors you wish to read, these books can be sent to you as well.

Requests for books or videos should be sent to us by one of the following methods:

1. Mailing to  3881 Eastwood Drive, Jackson, MS  39211-6473
2. E-mail at lbph@mlc.lib.ms.us
3. Use of our online library catalog through the Internet. 

4. Telephone (local and statewide):
1-800-446-0892 
5. Visiting the library from 8:00 a.m. until 5:00 p.m. Monday through Friday.

Please do not send your requests to the Library of Congress, National Library Service for the Blind and Physically Handicapped in Washington, D.C. or to CMLS in Melbourne, Florida.  They will forward book requests to us, but the delay may be a month or more.
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RECEIVING AND RETURNING BOOKS
When we spoke with you to welcome you to our library, we asked how many books you wished to receive on a monthly basis.  You can contact us at any time to raise or lower the number of books you receive.  

There are different ways to regulate when you receive books you have requested:

· The simplest way is the "turnaround".  This means when you return a book to us we will send you another.  

· A second method is to have books sent only when you ask for them---"on demand."  This means, however, that no matter how many requests are in your file, we will not send you a book unless YOU ask that one be sent.

· The third method is through use of a set schedule.  For example, if you choose to receive one book per week, then every Monday (or any other day you select from Monday through Friday) you would be sent a title from your request list.  Or you could request that a book or books be mailed twice a week on specific days, or on specific days of the month, i.e., the 1st and 15th.

When you receive your books and videos you will see the white mailing card, used as a mailing label, inserted in the slot on the plastic mailing container.  The mail card will have a small circular hole punched in the lower right hand corner of the card.  To return the book, remove the mail card, turn it over and reinsert the card into the slot on the mailing container.  The small hole should then be on the bottom left side of the card if the BPHLS return address side is indicated.  For video cassettes, the same type mailing card is inserted into a plastic sleeve on the front of the brown video mailing container.  To return the video (as with the books), simply remove the card, turn it over, and reinsert it back into the sleeve ensuring the small circular hole is on the bottom left side of the card.

Materials you are mailing back to BPHLS should be given to the U.S. Postal Service for return to our library.  No stamps are ever needed as our materials and equipment are mailed "FREE MATTER FOR THE BLIND OR HANDICAPPED" through the U.S. Postal Service.  Letters mailed to our service requesting materials should not be sealed and may be sent without postage through the U.S. Postal Service by writing Free Matter for the Blind or Handicapped where a stamp would normally be placed.

REWINDING and RETURN OF COMPLETE BOOK COPIES
As a matter of courtesy to the next borrower, please rewind books you have read.  We also ask that you double check to ensure all tapes are placed in the correct mailing container prior to their return to our library.  This will enable us to maintain complete copies of books as well as speed the process of providing books to the next borrower.  We also recommend listening to one book at a time or, if not interested in it, send it back for one you would prefer. Thank you!

ON LOAN
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Our book loan period is six weeks. We ask that you try to return your books within this time period.  You will not receive a book until you return a book. 

Our video loan period is two weeks.  Only one video is loaned at a time.  Upon receipt of your video another will be sent if you have requested additional titles.
Our Otis player loan period is one month.  Only one Otis per family is loaned at a time.
It is also important for you to remember that the equipment you receive from us is ON LOAN just like the books.  The equipment is property of the federal government and its use is restricted to active users of the recorded (talking) books issued by the Library of Congress, National Library Service for the Blind and Physically Handicapped.  You may use the equipment to play tapes you may have from any source, but if and only if you are also receiving talking books from Blind and Physically Handicapped Library Services.  (You will be unable to play commercial 2-track tapes if you have been loaned an E-1 Easy Cassette Player.)

The Board of Commissioners of the Mississippi Library Commission has adopted the following policy regarding the loan of Library of Congress materials:

LOAN POLICY
Mississippi Library Commission

Blind and Physically Handicapped Library Services

(as revised by the National Library Service for the

Blind and Physically Handicapped, June 9, 1988)

The following policy governs the circulation of books and equipment to eligible blind and/or physically handicapped readers of the Blind and Physically Handicapped Library Services Division (BPHLS) of the Mississippi Library Commission (MLC).  Eligible readers who borrow materials from BPHLS accept responsibility for using materials with reasonable care, returning materials to BPHLS according to established loan policies, and not losing or damaging materials through negligence.  Violation of this policy may result in suspension of some or all library services.

POLICY
Braille and recorded books and materials and specialized playback equipment will be loaned by the Blind and Physically Handicapped Library Services (BPHLS) to eligible registered readers without charge and BPHLS will keep records of all such loans.  The borrower should notify BPHLS of changes of address, a desire to cancel the service, or the temporary or permanent transfer of service to another geographic area.  All correspondence and patron record information are kept as confidential.
Equipment necessary to read the recorded materials may be borrowed on extended loan for as long as the borrower is using the equipment to read materials provided by BPHLS.  In the event the machine ceases to function properly or needs repair, the machine should be returned to BPHLS, and a replacement will be provided. Under no circumstances should a borrower attempt to repair the playback equipment and/or accessories. 

A borrower in good standing may have a maximum of 20 books in any combination of formats (braille and cassette) charged to him/her at any one time.  Once a borrower reaches the maximum number of materials, no additional materials will be sent until materials are returned.  In special circumstances, a borrower may request an increase in the maximum number of materials.  For each item returned, a replacement will be sent to the borrower.  The loan period for books is six (6) weeks.  No fines for overdue items will be levied; however, borrowers are urged to observe the loan period in order that materials be available for other readers.

The borrower will ensure that books, magazines, and equipment being returned to the Blind and Physically Handicapped Library Services as "Free Matter for the Blind or Handicapped" are delivered into the hands of the United States Postal Service by placing the material in a mailbox or by delivering the items to the post office.  Placing items on the doorstep of the borrower's home for the mail carrier to pickup does not constitute delivery into the hands of the postal service and if problems arise by use of this method, the borrower is responsible for lost or damaged materials.

Borrowers may NOT lend BPHLS books, magazines, or equipment to other persons.

Repeated verbal abuse of the Blind and Physically Handicapped Library Services staff by a borrower may result in suspended in-person or telephone service.

SUSPENSION PROCEDURES
In the event any of these policies are repeatedly violated, the borrowers' service may be suspended for a period of time, not exceeding six (6) months, after receiving written warning and an opportunity to reply.  If, after suspension of service, policies continue to be violated, service may again be suspended.

In the event of suspension, the following steps will be taken:

	1.
	The Blind and Physically Handicapped Library Services will first discuss the problem with the patron by telephone or in person, then will send a warning letter summarizing the discussion and the problem.  The borrower will be given the opportunity to respond.



	2.
	If service violations recur, a second written communication will be sent to the borrower citing the earlier warning letter; listing examples of subsequent violations; giving the borrower the opportunity to reply within 30 days; and then suspending service for a period of up to six (6) months.  A specific date for resumption of service will be included in the second written communication.

	3.
	Upon resumption of service, a letter of notification will be sent to the borrower.  The letter will also include a reminder that further violations may result in another suspension.


Approved by the National Library Service for the Blind and Physically Handicapped June 9, 1988.

Adopted by the Mississippi Library Commission Board of Commissioners September 23, 1988.

Distribution:
Current patrons and new patron packets.

Format:

Large type, braille, and cassette.
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PROBLEMS???
We check each outgoing audio cassette book for complete copies and rewind each audio cassette tape, but one does occasionally get past us.  (We mail approximately 167,000 books a year.)  In addition, there will sometimes be a problem with a tape that cannot be found just by looking at it.  If you do receive a defective book, call, write, fax, or e-mail us your name and the title.  Or you can make a notation on the address label of the defective book so we can identify it when it is returned.  For an audio cassette book, we suggest you leave the cassette tape stopped at the defective portion and tie a string or place a rubber band around it.  Then with its braille label side down, place the defective tape on top of the other tapes in the cassette container.  You may also write the word “defective” on the return mail card.

If you would like us to send you another copy of a defective book, please telephone, fax, e-mail, or come by the library.  We will not send you a replacement copy unless you request one.  Please do not enclose notes in your books as this is against postal regulations.  Also, we do not open the containers until the book is ready to be mailed out again, and in some cases, this might be months.

Descriptive videos are also checked that they have been rewound.  Please contact us with any problems you encounter with our descriptive videos.

Large Print Direct Mail Service
Large Print Direct Mail Service has been added as an additional service to eligible registered borrowers of our library.  Large print books are a part of the Library Services Division of the Mississippi Library Commission.  Over 11,000 titles, in both paperback and hardback, are available to our readers.  Specialized catalogs have been created to aid in the selection of titles patrons wish to request.  

Upon submission of an application for service, several recently published catalogs will be mailed.  A simple check off list is included with each catalog.  Patrons mark all desired titles and return the list in the postage-free envelope provided.  Each catalog includes a list of all previously published catalogs which may be requested in a similar manner.

Because these books are not a part of the National Library Service collection, and are purchased with funds from the State of Mississippi, you will be expected to pay for books lost or damaged while in use.  Again, because these books are not a part of the National Library Service collection, notations may not indicate if strong language, violence, and explicit descriptions of sex are present in the books being requested.

Only three large print books may be borrowed initially.  Once service is established you may request to have this limit increased.  As each book is returned the request list is checked and another title from the list is sent, if available.  Patrons are strongly encouraged to keep a large number of requests on file as the collection generally contains only one (1) copy of each title.  The loan period for these books is six weeks.

Book requests must be e-mailed, faxed or sent by mail.   Large print books may not be ordered by telephone.

Descriptive Video Service
Welcome to the world of film, and in particular, descriptive videos.  Through the generosity of Friends of Handicapped Readers, the Mississippi Council of the Blind, and the Mississippi Library Commission, this collection will continue to grow.  

Through an innovative technique, descriptive videos have an additional audio track that is used to recount the visual elements of the program without interfering with the program’s narration, dialogue or sound effects.  The videos are used with a regular VHS video cassette recorder (VCR) and a television.  (The library does not provide or loan VCRs or TVs.)  YOU MUST HAVE YOUR OWN EQUIPMENT TO PLAY THE VIDEOS.
Our collection currently contains more than 750 titles ranging from action-adventures to historical documentaries and from big-screen blockbusters to public television series.  Additional titles are always being added.  A catalog will be sent to any individual who registers for this service.

The loan period is fourteen (14) days.  A single video title will be sent from the stock available at the time of the request.  Borrowers should have several titles in mind before placing an order.  There is no cost to use this service UNLESS a video is lost or damaged.  The videos are mailed postage-free to and from the library as “Free Matter for the Blind or Handicapped”.

If you are interested in this service and have not yet registered,  please visit our web site to download the form.  Please mail the completed form to BPHLS.  Or contact our library and we will be happy to send a registration form to you. 
Lobe Library Service

(Digital Talking Book Player – Otis)

The Lobe Library is a betatest for a digital talking book library which began service July 1, 2003.  Eligible residents in Illinois, New Jersey, Mississippi, Montana, Hawaii, and Idaho are participating in a project to provide digital audiobooks from Audible.com and players on loan to readers who currently use talking books.  Over 188 titles are available to our readers and an average of 10 are added monthly.

The Otis player, about the size of a credit card and with digital quality sound, Otis will change the way you listen to books.  Compact size and ease of use afford qualified users the convenience of listening to agood book anytime and anywhere.  On loan for a month, the player comes with a set of headphones you can keep (these can also be used with the C-1 player), instructions, and a neck pouch to hold the player (this you MUST return).

Contact BPHLS at 1-800-446-0892 and talk with Lanny Helton to begin using this new service.  From a bibliography of available titles, patrons are asked to provide a listing of three or more they would like to listen to.  One of the three that is available and not downloaded by another consortium member is sent to you; the others remaining on your request list for future listening.

Further information about Lobe Library and titles available for check out is at www.lobelibrary.org.
NFB-NEWSLINE
You will also have the opportunity to register for a free service that provides audio versions of daily newspapers to eligible blind and disabled readers.  The National Federation of the Blind (NFB) created this unique service to allow those who cannot read conventional print to have access to newspapers and other time-sensitive information at the same time as their sighted colleagues, friends, and family members.  NFB has developed a centralized system that rapidly distributes newspapers and other information in a format usable by blind individuals through modern telecommunications technology, high-speed computers, and synthetic speech.  
NFB-NEWSLINE is available twenty-four hours a day, seven days a week, and is free to anyone who is eligible to receive services from NLS.  As a patron of our library, you may have registered for NFB-NEWSLINE by completing the addendum sheet you found inserted in the application form you completed and submitted for registration of our library service.  If you did not complete the form, and are interested in this service, please contact us and an application will be sent to you.  Upon receipt of the completed form, we will provide your information to NFB.  They, in turn, will promptly assign an identification number and security code to the agency sponsoring NFB-NEWSLINE in the state of Mississippi.  This sponsoring agency will contact you to provide the necessary access codes.

Daily papers provided on NFB-NEWSLINE include USA Today, the Chicago Tribune, the New York Times, the Washington Post, the Los Angeles Times and the Wall Street Journal.  As a reader, you will be able to access these papers and dozens more.  A goal of NFB-NEWSLINE is the provision of at least two papers from each state.  Also, NFB-NEWSLINE offers selections for other information such as agency announcements and the library newsletters.

Call your Readers’ Advisor, whose name may be found on the first page of this handbook, for further details.
MAGAZINES
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A variety of magazines are available as free subscriptions through the National Library Service on audio cassette and in braille.  Some magazines are mailed by us at BPHLS and need to be returned when you have finished reading them.  Others are sent directly from the producer and are yours to keep.  An easy way to tell which magazines have to be returned is by the type of mailing label used on the container.  If the magazine came with a stick-on label rather than a reversible mailing card, it is yours to keep.  As a "rule of thumb", ANYTHING WITH A REVERSIBLE MAILING CARD NEEDS TO BE RETURNED.

We will handle free subscriptions to magazines available through our service for you, including new subscriptions, changes of address, and cancellations.  For direct mail magazines (the ones you keep) the changes generally take eight to ten weeks.  In addition to the magazines available free of charge through our program, a number are also available commercially for a small subscription cost.  These are usually more specialized magazines and include several religious periodicals.  Let us know if you would like a complete listing.  Those available free of charge through our program are listed in each edition of Talking Book Topics.

NOTE:  Once a year, the producers of direct mail magazines will mail you a postcard asking if you wish to continue receiving their magazine.  IF YOU WISH TO CONTINUE RECEIVING THE MAGAZINE, SIMPLY THROW AWAY THE POSTCARD.  If you do not wish to continue the magazine, return the card marked "CANCEL" and they will automatically cancel your subscription.

FREE MATTER MAILING PRIVILEGES
Since 1904, U.S. law has stated that library materials for the blind and handicapped may be sent "FREE MATTER FOR THE BLIND AND HANDICAPPED."  You will notice this written in the area where the stamp would be placed on materials sent to you.  It is also on the reverse side of the mailing labels used to send books, videos, and magazines back to us.

A recent revision of the postal code makes it necessary for some individuals to register with their local post offices to take advantage of "FREE MATTER" mailing privileges.  You may not have to register if your local postmaster has specific knowledge of your visual or physical disability.  Contact BPHLS or your postmaster if you have any questions concerning postal regulations.

The following tips may be useful to you.  Items allowed to be mailed "FREE MATTER" include talking books, braille books, large print books, descriptive videos, request sheets from our catalogs, our newsletter, and the equipment we lent you.  Handwritten or hand-printed letters, no matter how large the writing, are not eligible.

Your postman is required to deliver your talking books and equipment.  He or she is NOT required to pick them up at your house.  If the talking books cannot fit into your mailbox, be sure to discuss the problem with your mail carrier.  Most of them are very cooperative and something can usually be worked out.

CHANGES AFFECTING

SERVICE
[image: image7.png]



If you are going to be out of town for a while, let us and the post office know, otherwise your materials will be returned "refused" and we will think you are canceling your service.  We can hold your materials at our library, but your catalogs and magazines come from a central mail location for the entire United States, and must be held at your local post office.

If you are moving out-of-state, we will transfer your records to the talking book library in that state.  (Each state has a talking book library.)  We will need your new address.  You must decide if you will take your talking book equipment with you to the new state or ask that the new library assign your equipment once your move has been completed.  PLEASE GIVE US AS MUCH PRIOR NOTIFICATION AS POSSIBLE IF YOU ARE MOVING, EVEN IF IT IS JUST WITHIN THE STATE.
EQUIPMENT
Since our cassettes are recorded at a slower speed than commercial tapes, you must use our special equipment in order to play them.  We LOAN the equipment free of charge, but you must be an active user of the library service to keep the equipment on loan.  If you do not use the service within a year, you will be asked to return the equipment.  The equipment is the property of the federal government and is not to be disposed of in any way other than by returning it directly to the Blind and Physically Handicapped Library Services.  (In some places you can return equipment to your local public library and the library will return the equipment to BPHLS.  For an explanation of this and other services offered by Mississippi public libraries, see page 41.)

Please keep the following in mind:

You must be an active user of BPHLS  to keep equipment on loan.

The equipment is the property of the federal government and is ON LOAN to you.


You may only dispose of the equipment by returning it to the Blind and Physically Handicapped Library Services.


Keep the box in which your equipment is sent.  If you have problems with your cassette player you will use this box to return the equipment to us.  


Our equipment may only be repaired at government authorized repair centers (Send to BPHLS).

Currently, all equipment boxes have a clear plastic sleeve for insertion of mailing labels addressed to patrons.  To return equipment in a box with the plastic sleeve, simply remove the label used to mail the equipment to you from the sleeve.  The BPHLS mailing address has been stamped directly on the box under the clear plastic sleeve.  Tape the box shut and mail the equipment "FREE MATTER" to us.  If, however, you have an older box without a clear plastic sleeve, please call our library and speak with your Readers' Advisor.  He/she will be happy to send you a return mailing label to be taped on the box.

	
	DO NOT ATTEMPT TO REPAIR, OR HAVE REPAIRED, ANY EQUIPMENT ON LOAN TO YOU

	

	
	and
RETURN EQUIPMENT NEEDING REPAIR TO BLIND AND PHYSICALLY HANDICAPPED LIBRARY SERVICES
	


Please send a letter or call us whenever you return our equipment. Replacements will not automatically be sent.  Instead, if we have not heard from you, you will receive a form letter from us asking whether you wish to cancel your library service or need a replacement.  This can delay the replacement of your machine by several days.
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EQUIPMENT INSTRUCTIONS
Your cassette player will come with recorded instructions.  Use the diagrams and written instructions on the following pages to supplement your knowledge of the equipment.  Should you have any further questions, please feel free to call upon the staff of BPHLS.
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STANDARD CASSETTE PLAYER
Cassette machines have several features that make them different from commercially available players.  National Library Service (NLS) cassette machines are players only, they do not record or reproduce cassette tapes.  NLS does not produce any machines that have recording capability.  Machines similar in type to the NLS machine that can play NLS tapes, and also have the ability to record, are available for purchase from several sources.  The staff of the Blind and Physically Handicapped Library Services Division can supply a list of companies that sell such machines.

The standard cassette machine (see page 27) differs in the following ways from a commercial cassette player:

The first control on the top right, the variable speed control, is used to slow down or speed up the narrator's voice.

The second switch down, the speed selector switch, enables users to play both NLS and commercial cassettes.  NLS books are recorded at 15/16 inches per second (ips) rather than the commercial speed of 1 7/8 ips.  This allows NLS to increase the reading time on each cassette.  The 15/16 ips speed (NLS) is to the left.  The 1 7/8 ips speed (commercial) is to the right.

The third switch down, is the side selector switch.  Besides being recorded at a slower speed, our cassette books are 4-track as opposed to the commercially available 2-track recordings.  This is another means the NLS uses to increase the reading time per cassette tape.  The side selector switch makes it possible to play   4-track tapes.  Instructions on the following pages should aid you in playing these special tapes.

STANDARD CASSETTE PLAYER
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TO PLAY 4-TRACK                                    RECORDINGS:
Set the side selector switch to the 1-2 position.  (Press the switch 
down to the left.)

Insert the cassette with the braille label side up.

Listen to side one.

Turn the cassette over.

Listen to side two.

Change the side selector switch to the 3-4 position.  (Press the 
switch down to the right).

Turn the cassette over. 

Listen to side three.

Turn the cassette over.

Listen to side four.

Fast forward to the end of side four.

Remove the tape.

Set the side selector switch to the 1-2 position, ready for the next 
tape.

Things to Remember..............

Since there are four tracks on each cassette tape, cassettes are labeled 1,5,9,13, etc.  The numbers do not refer to tape 1, tape 5, etc., but to the first track on the cassette.  Many readers think they are missing a tape when they see this labeling.


Instructions are given at the end of each side of the cassette, such as, "End of side 2.  Change the side selector switch and turn the cassette over."

Listen to the instruction tape that came with your standard cassette player for an explanation of the player's other controls.


The cassette player has an automatic shut-off that stops the tape at the end of each track.


The standard cassette player comes with a battery (average battery life expectancy is two years).

The C-1 cassette player should be run on the battery (not plugged in) for normal play.  It may be left plugged into an electrical outlet for constant day-to-day use.  However, the battery will not charge while the player is in operation (you are listening to a book).

The battery should be completely discharged before recharging.  Listening to your books while using the cassette player discharges the battery. Then, when the narrator's voice begins to drag or decrease in volume, you probably need to recharge your player's battery.  Plug the player in for eighteen (18) hours.  The continuous charging and discharging of your player's battery should give you many hours of listening pleasure.


Commercial cassettes should be played with the speed selector switch set to the 1 7/8 speed setting.   They should also be played on the 1-2 position of the side selector switch. 

Commercial cassettes will not play on the E-1 Easy Cassette Player.
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Please note:

When first starting to play a talking book there may be as much as ONE MINUTE OF SILENCE before the narration begins.
EASY CASSETTE PLAYER
Many patrons have difficulty operating the standard cassette player and for them the easy model was developed.

On page 32 is a drawing of an easy cassette player.  Some differences between the easy player and our standard player are:

	1.
	The easy cassette player does not have a battery and will operate only when plugged into an electrical outlet.



	2.
	The easy player switches tracks automatically.  The cassette does not have to be removed from the player in order to change tracks.  Ignore all beeps and instructions at the beginning and end of each track.


	3.
	There is a REVIEW key, not a rewind key.  You must HOLD DOWN the key to rewind.  When it is released, the tape begins to play again.  Only the track you are currently playing may be reviewed.  The review key is in front of the door on the right.



	4.
	THE CASSETTE IS AUTOMATICALLY REWOUND TO THE BEGINNING ANY TIME IT IS REMOVED FROM THE MACHINE AND REINSERTED.  This means you cannot remove a tape, reinsert it and continue listening where you left off.  After you have removed a tape and reinserted it back into the Easy Cassette player, the tape will automatically rewind back to the beginning of the book.  IF YOU WISH TO CONTINUE LISTENING TO A TAPE AT THE POINT YOU STOPPED, SIMPLY TURN THE MACHINE OFF AND LEAVE THE TAPE IN THE MACHINE.  When you are ready to listen again, turn the player on and resume listening.



	5.
	The easy player WILL NOT play tapes that have only two tracks and play at 1 7/8 ips (most commercial tapes).



	6.
	A tape placed in the easy player will not begin to play until the door is pulled shut.  (The door will only close about 3/4 of the way.)
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An instruction tape comes with the easy player.  Please listen to the tape before beginning to use the player.

EASY CASSETTE PLAYER
TO OPERATE THE EASY PLAYER:
(
Plug the cord into an electrical outlet.

(
Push open the door on the top of the machine and insert the cassette with the braille label on the top.

(
Push the cassette tape down until it locks into place.

(
Pull the door shut.  (It only closes about 3/4 of the way and

will not begin to play unless the door is pulled shut.)

(
Move the sliding control located in front of the door from left to right.  This action will turn on the machine.

(
This slide control also acts as the volume control.  The volume increases as the control is pushed to the right.

(
To remove the tape, open the door and press down on the tape.  It should pop up.  If it does not, check to ensure the sliding control is all the way to the left and that the door is fully open.

OTIS DIGITAL PLAYER
TO OPERATE THE OTIS PLAYER:
· Play/On button:  Press once and hold 2 seconds to turn the device on.  With device on, press once to begin playback.  With audio playing, press once to pause, once again to start again.
· Stop/Off button:  Press to stop playback.  Pressing play will resume from the point where you left off.  Pressing and holding stop/off for 2 seconds will turn the Otis player off.  The player will also turn off if it left idle (not playing) for 5 minutes.
· Rewind and Fast Forward buttons:  Pressing the buttons “Rew” or “FF” will rewind or advance the player.
· Volume down (-) button:  Makes playback quieter.
· Volume up (+) button:  Makes playback louder.
· Batteries:  DO NOT REMOVE.  The Otis operates on two AAA batteries in the case.  These are fresh rechargeable batteries BPHLS inserts prior to mailing to you.  Do not remove or replace.
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EQUIPMENT ACCESSORIES
A number of accessories are available for use with the Easy  (E-1) and Standard (C-1) cassette players.  The following are available through BPHLS.  These accessories may be requested when you begin your talking book service or added later as you may have need for them.

	1.
	HEADPHONES are available only to those patrons who must use headphones to use the service.  Some eligible patrons are those in institutions, schools, and/or other community living situations.  Other eligible patrons include those that experience a hearing loss that would hinder their using the talking book library service. Similar headphones are available from a variety of commercial outlets such as Sears, Radio Shack, etc. Take your player with you to be sure of an exact fit.



	2.
	EXTENSION LEVERS are for use on the C-1 Standard Cassette player only.  The levers are placed over the stop, rewind, play, fast forward, and eject controls on the player and make the machine easier to use by individuals with limited manual dexterity.



	3.
	BREATH SWITCHES are available for severely physically disabled readers who have little or no use of their extremities. The breath switch plugs into the remote control transmitter and uses air pressure to operate only the on or off functions of the equipment.  For more information on obtaining this switch, please contact us.



	
	

	4.
	PILLOWPHONES, to be placed under the reader's pillow, are for those disabled patrons who are bedridden. The sound normally can be heard only by the reader. The pillowphone can be plugged into a jack on the side of NLS equipment.
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        ADDITIONAL                   SERVICES
BIBLES.  Many people on the talking book service are interested in having their own copy of the Bible and there are many private organizations that supply them. Some of these are free of charge and others have a purchase cost. For a list of sources, please contact us.

FOREIGN LANGUAGE MATERIALS.  The Blind and Physically Handicapped Library Services book collection includes a large selection of titles in foreign languages such as Spanish, French, German, and Italian.  These books are not for someone who wishes to learn the language.

MUSIC.  Music cassettes ARE NOT AVAILABLE  through our library.  Many public libraries in the state circulate these, and if you are interested in pleasure listening, you should contact them.  For the serious musician, the Library of Congress, National Library Service for the Blind and Physically Handicapped offers instructional type materials and several music magazines.  Let us know if you would like BPHLS to refer you.

NLS Web site.  The Web site for the National Library Service for the Blind and Physically Handicapped, a division of the Library of Congress, may be accessed at http://www.loc.gov/nls

Information can be obtained about their national library program, disability related issues, regional libraries located within each state, book titles offered and those currently being recorded or brailled.

NFB-NEWSLINE.  A toll-free dial-in service, developed by the National Federation of the Blind, utilizes telephone lines and digitized voice synthesizer systems (nonhuman computerized speech) to provide blind and visually impaired people access to more than fifty newspapers.  Updated daily, registered users can easily select a newspaper, a section, or an article of interest, via touch-tone telephone.  To become a subscriber, or for additional information, please call:

(601) 969-0601 in Jackson

1-800-748-9420 in Baltimore (NFB Headquarters)

Visit the NFB Web site: www.nfb.org
or contact us at our library
1-800-446-0892

RADIO READING SERVICE.  Provides current information on the radio 24 hours a day for those individuals unable to read the printed word because of a physical or visual disability.  The service features on-the-air readings of over 63 magazines and six newspapers via Radio Reading Service of Mississippi (RRSM), a service of Public Radio in Mississippi (PRM).  Special closed circuit receivers/radios are needed to use the service.  These radios, permanently tuned to the RRSM channel, are available free of charge to qualified individuals.  Besides magazines and local newspapers, RRSM provides the New York Times and more than 131 hours each week of short stories and books, as well as selections from the Bible.  For an application, contact:

Radio Reading Service of Mississippi

3825 Ridgewood Road

Jackson, MS  39211

Telephone:  (601) 432-6301
Visit the Radio Reading Service web site at:

 www.mpbonline.org/radio/rrsm/rrsm.htm
RECORDING FOR THE BLIND & DYSLEXIC.  A nonprofit service organization that provides educational and professional books in accessible media to people with print disabilities.  RFB&D maintains  an extensive lending library of books on audio cassette, a recording service for new titles, and provides books on computer disk (E-text) which are available for purchase.  Their collections of books range from kindergarten level through the professional level.  To obtain additional information, ask about fees, or request an application, please contact:

Recording for the Blind & Dyslexic

20 Roszel Road

Princeton, NJ   08540

Telephone:  1-800-221-4792

Visit the RFB&D Web site:  www.rfbd.org
Please Note:  Recording for the Blind & Dyslexic is NOT affiliated in any way with the Blind and Physically Handicapped Library Services but maintains its own list of borrowers.
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PUBLIC LIBRARIES
While many public libraries in the state offer services to our patrons, others do not.  Most will accept machines to be shipped back to our library (BPHLS).  Small collections of our books are maintained by some libraries.  Our registered patrons are qualified to check out these books.  Please contact your local library to find out which services they provide for you.
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