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 Books in Alternative Format (BAF) 

The Student Disability Access Office (SDAO) provides alternative format materials to ensure equal access to course 
materials for qualified students.  These books include, but are not limited to, Braille, E-Text, Audio Book/MP3, and 
Print Enlarging.  Books in Alternative Format are provided only for courses for which the eligible student is 
currently enrolled.  All books will be provided in accordance with all copyright laws and regulations. 

SDAO will make every effort to honor the student’s preferred format.  However, SDAO will determine which format 
can be delivered to the student in the shortest amount of time considering such factors as content and volume of 
the material, the date of the request, and current available resources.  Converting printed books is a very time-
consuming process.  Some requests may take up to six weeks, or more (i.e. Braille).  Typically, the turn-around time 
ranges from 3 days to 4 weeks. It is imperative that all BAF requests be submitted to the SDAO as soon as course 
registration is completed by the student.  Please note that SDAO prefers not to scan used books containing 
excessive marking. It should also be noted that when a text is put through the conversion process, there may be 
some typographical errors in the final product due to the process of converting printed text into electronic formats; 
however, the SDAO will make every effort to correct these errors. 

Students with BAF accommodation must meet with AT Coordinator for AT Meeting. 

During AT Meeting: 

1. AT Coordinator will review the student’s responsibilities in accessing their BAF.

2. AT Coordinator will set up an individual membership on Bookshare with the student and verify
disability status.

3. AT Coordinator will explain and demonstrate how the student will search for their alternative texts on
Bookshare.

Student Responsibilities: 

1. Student must purchase requested textbooks. Student should attempt to purchase their textbooks and
materials in their preferred format (i.e. E-text, audio/MP3, or hard copy).

2. If preferred format is unavailable for purchase, it is the student’s responsibility to then search and
download available textbooks on Bookshare.

3. If student cannot find their BAF for purchase or on Bookshare, it is the student’s responsibility to
request their book from AT Coordinator, Nikki Stovall via email (nicole.stovall@duke.edu).
Student must provide the following information for each text:

-Title
-Author(s)
-ISBN (10 or 13 digit #)
-Edition
-Publisher
-Proof of purchase (copy of receipt)

*Please note that a request received that is missing any of the above information cannot be processed.
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Some examples of alternative formats that may be available include: 

Plain PDF or Accessible PDF’s – A plain PDF is simply an electronic picture of the text. A plain PDF is more portable 
than traditional texts and can easily be manipulated on-screen for enlargement, highlighting and adjusting contrast 
for better viewing. An Accessible PDF can provide additional access through the use of text-to speech software 
such as Read&Write Gold Kurzweil, Adobe’s built in Read Aloud feature and Voice Over on Mac’s. 

Permission must be obtained from the publisher as some publishers have been known to take up to six weeks to 
produce the alternative format; however, SDAO can and will convert printed textbooks to alternative formats if the 
publisher is unable to provide the requested alternative format in a reasonable and timely manner. 

In the event that the publisher cannot provide an electronic format of the requested text, SDAO will seek 
permission from the publisher to convert the textbook ourselves. SDAO will require that the student deliver the 
purchased book to SDAO in order for the binding to be removed and the individual pages then scanned and process 
through OCR (Optical Character Recognition) software. All files provided by the publisher are spot checked and 
tested for accessibility through Adobe Reader. It is unlikely that the turn-around for scanning a textbook will take 
longer than five to ten business days before the student receives the electronic version of the book back for use; 
however, the process may take longer than expected due to unforeseen events. Please know that every effort will 
be made to expedite the delivery of the alternative formatted text to the student. SDAO will re-bind the books for 
the student at the expense of SDAO if requested by the student as denoted and initialized by the student on the 
Agreement of the Use of Recorded, Electronic or Other Alternatively Formatted Course Materials form. Please note 
that the binding will be different from the manner in which it was originally submitted to our office (for example: 
the book may be returned spiral bound). 

Enlarged Print – A student who needs enlarged print is typically encouraged to purchase the E-book version of 
their text book, which can then be enlarged on the computer/tablet screen.  Books from instructors can be 
enlarged to 11×17 paper size. 

Digital/E-Books – An E-book is an electronic version of a printed book that can be read with a handheld device or 
computer.  The student should first determine if the textbook requested is already available in a digital format.  
Books in electronic format will also facilitate access to large print.  More and more textbooks are being offered as 
E-books from publishers.  When available, E-books can be purchased through the Duke bookstore or other vendors 
in lieu of/or in addition to, the hard copy (i.e. Nook, iBook). 

Audio Book/MP3 – For a student needing a true audio version of their books, other than Accessible PDF’s that can 
be read aloud by speech-to-text software, the following can be used (some technical and math books may not be able 
to be converted to audio due to the nature of their content): 

Learning Ally – http://www.learningally.org – Learning Ally provides books in audio format (DAISY: Digital Accessible 
Information System). SDAO pays for an organizational membership, but provides it free of charge to students.  Learning 
Ally does NOT require the hard copy of the textbook to be purchased in order to access their books.  SDAO will create a 
student account and send the log-in information in an email to the student. The student can then download the book(s) 
for use with their tablet, computer, or smart phone.  

Bookshare – http://www.bookshare.org –   Bookshare provides books in DAISY or digital Braille format, free of charge.  
SDAO will determine qualification. 

SensusAccess  – http://access.duke.edu/alternative_media/submit.php -  SensusAccess is a FREE document 
conversion tool provided by Duke DMS. Anyone that has a Duke email address can upload a file, enter a URL, or 
simply type in the text you wish to have converted to MP3, Braille, E-book or accessibility PDF format. The result 
is returned via a duke.edu email.   

Students and faculty who wish to have books, class, or course materials converted into any of the above mentioned 
formats should start by scanning the documents. There are scanners at various locations across campus and in all of 
the Duke Libraries.  Once your materials are scanned, go to SensusAccess 
(http://access.duke.edu/alternative_media/submit.php) and upload documents and chose the output format desired.  
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