Campus Roles and Responsibilities 

Director of Campus Disability Services Office

1. Designates a Campus Administrator for the CSU Alternate Media Database who is the point person responsible for training of campus users and setting access permissions. 

2. Designates the Campus Primary Contact (same as the CAM Campus Liaison), who is the “authorized agent” for the CSU CAM.

3. Ensures that the CSU AB 422 policy and related CAM policies and procedures are followed.  

4. Ensures disability documentation meets established standards and proper procedures used to verify and document students’ eligibility for alternate formats.

5. Supports staff to participate in CAM training and user group meetings.   

6. Signs the Memorandum of Understanding for Using the Database. 

7. Notifies CAM staff when there is a change in the Campus Administrator or the Primary Contact (“authorized agent” to request e-text from publishers) via the Change in Personnel Form. 

Campus Administrator (PowerUser)

1. Sets up and maintains the user profiles: add and delete user profiles, and determines the appropriate access for each campus user.  

2. Trains and reviews with new users the following:
CSU AB 422 Guidelines

The eligibility requirements for students to receive e-text via this Database 

Procedures for Publisher Files

Procedures for Intercampus Files 

Procedures for Creating Alternate Format and the CSU E-Text Standards (if the person will be creating e-text) 

Procedures for Compressing and Virus Scan Files 

The Steps to Use the Database (linked to Help)

3. Communicates with CAM staff regarding problems or suggestions via the CAM@csusb.edu. 

4. Conducts periodic audits for the integrity and validity of the data as well as following of CAM procedures by users. 

5. Participates in CAM training and user group meetings when scheduled. 

6. Signs the User Agreement and faxes a copy to the CSU CAM.

7. Ensures User Agreement is signed by each user and a copy faxed to the CSU CAM. 

Primary Contact (may be the same person as the Campus Administrator)

1. Serves as the CSU CAM Campus Liaison (“authorized agent”) to request books from the publishers.

2. Ensures that each student for whom an e-text is requested of the publisher has met the eligibility requirements for the e-text.  

3. Signs the Request for E-Text Form (RET), form generated by the Database to send to publishers. 

4. Participates in CAM training and user group meetings when scheduled.

5. Communicates with CAM staff regarding problems or suggestions via the CAM@csusb.edu.

6. Signs the User Agreement and faxes a copy to the CSU CAM.

Other Users

1. Perform work on the Database as authorized by the Campus Administrator. 

2. Receive training with the Campus Administrator regarding all of the following before using the Database: 
 CSU AB 422 Guidelines 
The eligibility requirements for students to receive e-text via this Database 

Procedures for Publisher Files

Procedures for Intercampus Files 

Procedures for Creating Alternate Format and the CSU E-Text Standards (if the person will be creating e-text) 
Procedures for Compressing and Virus Scan Files 

The Steps to Use the Database (linked to Help)

3. Communicate any problems in the use of the Database to the Campus Administrator.  If the problem cannot be resolved, email CAM@csusb.edu. 

4. Follow all established CAM policies, processes, and procedures as delineated in the User Agreement. 

5.  Sign the User Agreement and faxes a copy to the CSU CAM. 
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