KIMRC Patron Authorization, Transfer or Removal Form

[bookmark: _Hlk177030573]Please use this form to authorize, transfer or remove staff serving students with visual impairments with the Kentucky Instructional Materials Resource Center (KIMRC) online system and to access confidential student information regarding registration and APH Census. If a staff member was previously registered and is now inactive, this form must be completed to reactivate the account.
*Please submit only one form per staff member. Please also complete this form if you are the DoSE and will be responsible for placing orders for students through the KIMRC or handling registration and APH Census information.

DoSE First and Last Name: _________________________________  
DoSE Email Address:_______________________________________

Which of the following requests are you submitting? (select one):  
Add a new Patron ____             Change a Patron’s service location ____     
Remove a Patron from Authorized Users ____     Add myself as a Patron (DoSEs Only) ____             

*For Patron Authorization: The following staff member/contractor: ________________________ is being authorized by the Superintendent or Director of Special Education for (Name of School District, Private School, Agency, etc.) _______________________________________ 

*To Change the Service Location of a Patron: The following staff member/contractor: ________________________ is transferred to the (Name of School District, Private School, Agency, etc.) _______________________________________  by the Superintendent or Director of Special Education.

*For Patron Removal: The following staff member/contractor: ________________________ is being removed by the Superintendent or Director of Special Education for (Name of School District, Private School, Agency, etc.) _______________________________________ 

Please fill in the following for the New/Transferred Patron:
Role: _________________________________________________________________
Email Address: ________________________________________________________
School/Agency Mailing Address: _________________________________________
Work Phone Number: ___________________________________________________
Certification Statement:
The person listed above has authorization to order accessible instructional materials for eligible students (blind, visually impaired, deaf-blind, and/or print disabled) with KIMRC and/or access confidential student information for the APH Census. Accessible instructional materials include textbooks in braille, large print, and digital format. Authorized personnel will also register students to participate in the Federal Quota Program from the American Printing House for the Blind (APH). Through the Federal Quota Program, teachers submit orders to KIMRC for APH materials such as adapted curricula, textbooks, teaching materials, braille writers, assistive technology, etc., and these materials are provided on an as-needed basis at no charge to the district. For more information on APH and the materials available, please see www.aph.org. To be eligible for all services from KIMRC, the students must meet the following criteria:

1. Be enrolled in a formally organized public or private, nonprofit educational program of less than college level.  *School-aged students including infants, toddlers and preschool students must be enrolled with the registering school or agency on the first Monday in January

2. Identified as visually impaired as specified in An Act to Promote the Education of the Blind by Meeting the Definition of Blindness (MDB), Functioning at the definition of Blindness (FDB) or Qualify under the Individuals with Disabilities Education Act (IDEA) definition of blindness: an impairment in vision, that, even with correction, adversely affects a child’s educational performance (34 CFR §300.8(c)(13)). *School-aged students should be registered as MDB or FDB first if there is a choice. IDEA is to be reported for school-aged students who qualify but do not meet MDB or FDB.

3. An eye medical exam from an optometrist, ophthalmologist, or neurologist and/or a current educational plan or an IEP or 504 documenting the need for VI services.

4. A signed parental consent form allowing the district to share information with KIMRC and APH is on file with the district.

5. Registered annually with KIMRC.

By submitting this form, I certify that I am the Director of Exceptional Student Education or Designee or Administrator for this district, private school, or agency.



_____________________________________________          __________________
Superintendent or Director of Special Education Signature        Date
(Signature Cannot Be Typed)

Kentucky Instructional Materials Resource Center (KIMRC)
1867 Frankfort Ave., Louisville KY 40206
502-897-1583 ext. 7117

Dear KIMRC Patron,  

The purpose of this letter is to inform you of the process for registering students with the Kentucky School for the Blind to participate in the Annual Federal Quota Registration of Blind Students through the American Printing House (APH) Federal Quota Program.  This federally funded program provides textbooks, educational aids, and other learning materials for qualifying children with visual impairment and blindness.  

In order to be included in the Federal Quota program, eligible students must be registered in an annual census, requiring the exchange of specific personally identifiable student information (PII).  This information is only collected to meet the reporting obligations to the U.S. Department of Education, Office of Special Education Programs, and other entities as required by law.   The Family Educational Rights and Privacy Act (FERPA) requires parental consent to release the child’s personally identifiable information for these purposes. The Federal Quota Census Registration is completed under the supervision of the Ex Officio Trustee (EOT) designated to oversee his or her respective APH accounts.

After the KIMRC Staff Authorization form has been submitted by your Outreach Coordinator to the EOT, you will be registered in the KIMRC Online Ordering System and provided a username and password. If you were previously registered, your account will be reactivated, and you will be provided with your existing username and password.  

Orders for textbooks, instructional materials and assistive technology can be placed through the KIMRC Online Ordering System. Orders for Consumables are made using the Consumable Order Form which is emailed or faxed to the KIMRC Program Coordinator, Jonelle Carroll, at Jonelle.carroll@ksb.kyschools.us or at (502) 897-2850. **The Consumable Order Form should only contain Student ID #s (Not student names). 

Student ID #s are provided when a student is registered with KIMRC. The Program Coordinator will either email the Student ID # using encrypted software/technology or call the TVI with the information. **Please contact your IT department for software installations. Microsoft users can encrypt email messages with Microsoft 365 Message Encryption.

[bookmark: _Hlk177038269]*Registered DoSEs, TVIs or Outreach Consultants can also request a copy of the Student ID #s of students registered to a District by emailing the KIMRC Program Coordinator using encrypted software/technology or by calling (502) 897-1583 x 7117 (A list of students registered by District will be sent to the designated contact at the start of the school year for confirmation of enrollment and again to certify students during the census). 

*In order to register a student with KIMRC, the DoSE, TVI or Outreach Coordinator must submit a signed KIMRC Parent Consent Letter, a KIMRC New Student Registration Form and a copy of a current eye report, IEP or 504 for the student. 

**In order to protect student confidentiality, student information and the sending of registration documents should only be emailed if using encrypted software/technology. If such technology is not available to the TVI or Outreach Consultant, documents can be faxed to (502) 897-2850. 

*In order to transfer a student already registered with KIMRC to another District/Agency, the DoSE, TVI or Outreach Coordinator must submit a signed KIMRC Parent Consent Letter, a KIMRC New Student Transfer Form and a copy of a current eye report, IEP or 504 for the student. 


Use of Federal Quota Funds:

**Please Note: A student becomes eligible to use Federal Quota Funds in the APH fiscal year AFTER the student is included on the KSB census. The APH fiscal year runs from October 1 of one calendar year-September 30 of the next calendar year.

For example, students included in the 2023 KSB census become eligible to use Federal Quota Funds during the following APH fiscal year which runs from October 1, 2024-September 30, 2025.  Students included on the 2024 KSB census become eligible to use Federal Quota Funds during the following APH fiscal year which runs from October 1, 2025-September 30, 2026.

**Students who do not qualify for the use of Federal Quota Funds can receive items already in stock in the KIMRC, if available. The restriction only applies to purchasing items directly from APH.

It is the responsibility of the District/Agency to provide and/or purchase items for ineligible students which are not available for use from the KIMRC. If the items requested are not available in the KIMRC, the Program Coordinator will notify the requesting TVI and/or Outreach Consultant and the order will be cancelled.  
   
If you have questions or concerns regarding Patron or student registrations, placing orders or the Annual Federal Quota Registration Process, please contact: Jonelle Carroll, KIMRC Program Coordinator, (502) 897-1583 Ext. 7117 or jonelle.carroll@ksb.kyschools.us. 

I look forward to working with you and hope you have an amazing school year!
