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INSTRUCTIONS FOR USE

This Notetaker Handbook was set up for any postsecondary institution to download and use.  All you have to do is decide what information you want to use, and delete what doesn’t apply to your college or university.  The information in this handbook has been modeled after policies relating to Notetaking and has been compiled from several well-established programs serving deaf and hard of hearing postsecondary students.  Please substitute words in all caps with the information for your school (i.e. replace OFFICE with Disability Support Services, etc.)  All text in italics are instructions only and should not be included in the handbook.

INTRODUCTION

The OFFICE, at YOUR INSTITUTION is committed to providing services that facilitate the academic and personal goals of the students it serves.  Students with documented disabilities enrolled at YOUR INSTITUTION are entitled to reasonable and appropriate academic accommodations in accordance with Federal laws including Section 504 of the 1973 Rehabilitation Act and the 1990 Americans with Disabilities Act.  YOUR INSTITUTION is committed to equal opportunity in the recruitment of, admission to, participation in, treatment in or employment in the programs and activities operated and sponsored by YOUR INSTITUTION.

This handbook is designed to provide an overview of how OFFICE expects notetaking services to be provided at YOUR INSTITUTION.  This handbook includes:  what qualifications a notetaker must possess to provide services for YOUR INSTITUTION, responsibilities/duties, compensation, ethics, and other practical information for notetakers.

Disability Laws In Postsecondary Education

Individuals with disabilities are entitled by law to equal access to postsecondary programs.  There are two laws that protect persons with disabilities in postsecondary education:  The Rehabilitation Act of 1973 (Pub. L. No. 93-112, as amended) and the 1990 Americans with Disabilities Act (Pub. L. No. 1001-336).

The Rehabilitation Act

Title V. Of The Rehabilitation Act of 1973 is generally regarded as the first civil rights legislation on the national level for people with disabilities.  Section 504 of The Rehabilitation Act is a program access statute.  It prohibits discrimination on the basis of disability in any program or activity offered by an entity or institution receiving federal funds.  

Section 504 states (as amended):


No otherwise qualified person with a disability in the United States…shall solely


on the basis of disability, be denied access to, or the benefits of, or be subjected to


discrimination under any program or activity provided by an institution receiving


federal financial assistance.

Under Section 504, institutions were required to appoint and maintain at least one person to coordinate its efforts to comply with the requirements of Section 504 (Section 504 Coordinator).  This individual office has the ongoing responsibility of assuring that the institution/agency/organization practices nondiscrimination on the basis of disability and should be included in any grievance procedures developed to address possible instances of discrimination brought against the institution.  At YOUR INSTITUTION, the established office is the OFFICE.

The Americans with Disability Act (ADA)

The ADA is a federal civil rights statute that prohibits discrimination against people with disabilities.  There are four sections of the law:  employment, government, public accommodations, and telecommunications.  The ADA provides additional protection for persons with disabilities in conjunction with the Rehabilitation Act of 1973.  The ADA is designed to remove barriers, which prevent qualified individuals with disabilities from enjoying the same opportunities that are available to persons without disabilities.

Postsecondary institutions are covered in many ways under the ADA.  Employment is addressed by Title I, accessibility provided by public and Title II and III address private entities, and miscellaneous items are addressed under Title V and Title VI.

The ADA in Relation to Section 504 of the Rehabilitation Act

Institutions that receive federal funds (such as YOUR INSTITUTION) are covered under Section 504.  The ADA does not supplant Section 504, but those situations where the ADA provides greater protection the ADA standards apply.  Therefore, postsecondary institutions must adhere to both the Rehabilitation Act and The Americans with Disabilities Act.

Documentation Of Disability

YOUR INSTITUTION requests that students notify OFFICE of any special accommodation needs.  This notification will help ensure the quality and availability of services needed.  Students are responsible for supplying the appropriate documentation to OFFICE prior to arrangements for special accommodations.  A letter, written report or medical record from a professional (physician or audiologist) stating the student’s disability and recommended accommodations is acceptable.  All accommodations are discussed with OFFICE counselor and the student, and in most cases with the respective faculty member(s) prior to or at the time the accommodation arrangements are implemented.

Policies And Procedures

Hiring Procedure

Provide information related to hiring procedure at your institution.

Evaluation

The following information regarding evaluations is provided as an example only.

Several evaluations will be disseminated during the semester:  student evaluation of the notetaker, faculty evaluation of the notetaker, and notetaker evaluation of the semester.  Student and faculty evaluations will assist the notetaker in identifying strengths and areas for improvement.  Student evaluations will be administered at mid-term and near the end of each semester.  Faculty evaluations will be administered near the end of each semester.  OFFICE will attempt to provide evaluation summaries in a timely manner.  Notetaker evaluations of the semester are an opportunity for the notetaker to give OFFICE feedback about the semester.  These evaluations will be administered to notetakers near the end of each semester.

Qualification Criteria For Notetakers

In order to provide services at YOUR INSTITUTION, paid notetakers should have the following qualification criteria:

1. Knowledge of content area

2. Ability to listen and store information while writing or typing with speed and accuracy

3. Keyboarding skills of at least 50 wpm

4. Knowledge of computer hardware, software, and word processing

5. Ability to set up and take down a computer assisted notetaking system in a timely manner

6. Strong English language skills

7. Sign Communication skills preferred or willingness to learn 

In addition, notetakers must:

8. Abide by state and federal laws, rules, and regulations

9. Adhere to the Confidentiality Guidelines/Code of Ethics

10. Agree to abide by the conditions outlined in this handbook

Notetaker Procedures

PRIOR TO THE SEMESTER BEGINNING:

Notetakers may request the textbooks for their courses on loan by requesting specific textbooks along with the course name and number in writing to SUPERVISOR.

At the end of each semester, it is the notetakers’ responsibility to return all textbooks to SUPERVISOR promptly.  In the event a textbook is lost during the course of the semester the Notetaker will be responsible to pay the required amount of the textbook.

Notetakers will be provided with a copy of their tentative schedules for the upcoming semester, as soon as they are available, with the understanding that all schedules are subject to change.

Professional Development

The OFFICE at YOUR INSTITUTION promotes higher learning opportunities not only for their students, but for their staff as well.  All notetakers are encouraged to pursue professional development.  OFFICE will maintain and make available training information and professional development workshops to every notetaker as often as it becomes available.  

Performing The Assignment

The notetaker will notify SUPERVISOR when any problems arise during the semester.  This would include:  problems understanding the instructor, problems with the working relationship between the notetaker and the student, etc.

If it appears a student will not show up for a class, the notetaker is required to wait 15 minutes for classes up to 90 minutes long and 30 minutes for classes longer than 90 minutes.  After waiting the allotted time, the notetaker is to report to OFFICE by phone or in person and inform them of his or her availability.  If OFFICE does not have an notetaker in another class at that time, the notetaker will be reassigned.  If not, you can bill for the class. When a student does not attend a scheduled class the notetaker shall document this by writing “NO SHOW” in the appropriate box on the appropriate forms. 

The notetaker should obtain a copy of the syllabus from the teacher to note any scheduled class cancellations, videotapes, and tours for the semester.  In addition, the final exam time and location should be noted at the beginning of the semester from the course syllabus.

The notetaker should make the proper introduction of oneself to make the captioning assignment proceed smoothly.  For example, one can say:

“Hello, I am ______.  I will be the notetaker this semester/today.  When you talk, I will type what you say, and when the student talks I will say everything he/she says.  You can speak directly to him/her in your usual way, and if I have any problems keeping up or understanding you, I’ll let you know.  I’d like to stand/sit here, where the student can see me easily and you and I can hear each other.”

Include in your discussion concerning the instructor willingness to review the notes for content, accuracy, and completeness.

A. The OFFICE at YOUR INSTITUTION will notify all instructors prior to the first day of each semester, that a deaf or hard of hearing student will be enrolled in their course and will outline the procedures for communication and accommodations.  In addition, the notetaker should communicate with the instructor any additional accommodations that would make captioning most effective in the classroom.

B. Guidelines for Team Notetaking:

A. Notetaking assignments of one and one-half (1.5) hours or more in duration may require two notetakers.

a. OFFICE may not be able to ascertain whether team notetakers are needed prior to an assignment.  When this situation arises, the notetaker should discuss the assignment with SUPERVISOR.  The notetaker may elect to work the assignment alone before a decision is made whether or not team notetaking is required.

b. Team notetakers should not leave the classroom during the assignment time if it will cause a distraction to the instructor or students.

c. Usually, only one notetaker is needed during regularly scheduled tests.  Therefore, team notetakers must follow the syllabus and decide who will work on which test dates.

d. It is recommended that notetakers working on team assignments meet prior to the assignment to decide how to structure the notetaking responsibility.  To prevent Cumulative Trauma Disorder, it is recommended that notetakers alternate every 20-25 minutes.  However, the notetaker working on team assignments may mutually agree on another time frame.

e. Some team assignments may also be a designated mentoring assignment.  All notetakers, however, are encouraged to use all team assignments as an opportunity to learn through peer mentoring.  Mentoring/peer mentoring forms will be provided to each notetaker.

C. To provide the best possible notetaking services for students the following should be considered:

A. Communication preference of the student

B. Effective seating arrangement

C. Effective viewing of blackboard and visual aids

D. Placement away from windows and/or glare

E. Avoidance of contrasting or split backgrounds

F. Appropriate dress

When a notetaker substitutes for another notetaker and the substitute is not familiar with the student, please speak with the instructor to ensure that it is the correct classroom and also to determine where the student is seated.

Notetaker Responsibilities

For computer assisted notetaking the notetaker will:

Provide an in-class text display for appropriate support service students.  In addition, notes generated from the text display will be made available to supported students who attended class.

Make every effort to type the essential spoken information, and will communicate the information in the manner in which it is intended.  The notetaker will need to summarize the information, but she/he will type as much of the important information as possible.

Assist by voicing comments or questions typed by student(s) on the laptop provided, or in a way mutually agreed upon.

Begin typing upon the arrival of the student(s).  Any information made by the instructor before the student(s) arrive will not be typed.  After designated time, if no   supported student(s) are in attendance, the notetaker(s) will leave.

Indicate different speakers in the text by using “professor”, “female student”, and “male student”.

Be responsible for facilitating communication between the supported student(s) and others (i.e., the professor and other students).  This includes asking for clarification from the professor or other students when necessary and sitting in an area accessible and convenient to the student(s).

Be responsible for trying to resolve any problem stemming from student or professor relating to concerns about the notetaking services.

Arrive at least 10 minutes before class to allow time for equipment setup.

Be familiar with the scheduled lecture by preparing for class through reviewing the textbook and related materials.

Provide on-the-spot trouble shooting for equipment breakdown with minimum disruption to the class.  If no solution is found, the notetaker will make every effort to accommodate the supported student(s) to the best of her/his ability (e.g., take-handwritten notes).  

Technical breakdowns are unforeseen and most often require a diagnosis outside of the classroom environment.

Remind the student(s) to request a notetaker or other accommodations for special circumstances during class time, such as an oral presentation by the supported student(s).

Summarize videotapes (captioned or uncaptioned).

Both the notetaker and the student will need to sit near an outlet as the laptop will need to be plugged in (many computer batteries will not hold a charge for 1-2 hours, but even in short classes the computers may need to be plugged in as a precaution).

When using a serial cable connection, the notetaker should sit close enough to the student to accommodate the cord connecting the laptop (between 12-20 feet) or monitor.  The cord should not block an aisle or be in the way of other students in the class.

The notetaker should be seated where she/he can hear the teacher and any other speakers in the room.  It is helpful for a notetaker to sit facing the class for the students’ comments to be heard clearer.

The notetaker and the student should sit where there is not a glare on the laptop screens.  It is helpful if the student(s) and notetaker to have a desk each large enough for the laptop and for a notebook and/or texts.

The notetaker should sit where she/he does not disturb other students with the sound of typing on the keyboard.

Through a demonstration the student should be made aware of the lag time between words being spoken and appearing on the screen.  Also, the appropriate size and type of font should be decided upon between the notetaker and student.

The length and content of class or classes should be discussed with the faculty member to determine the best time for breaks for the notetaker.

Typed notes from classroom lectures can be copied on to the student disk and then given to the student or a hard copy of the typed notes to be given to the student.

For handwritten notes the notetaker will follow the above information when applicable as well as the following:

· The notetaker will need to obtain the notetakers’ paper from the OFFICE.

· The notetaker will need to ensure legibility of the notes as well as a complete set of notes.

· The notetaker will follow the policies concerning making copies and giving them to the supported student(s) according to the guidelines for turn around time for notes.

General Information

Qualities of a good notetaker includes the following:

· Be interested

· Ignore speakers’ faults in delivery

· Listen for concepts

· Pay attention

· Discourage distractions

· Regard difficult material as a challenge

· Listen for clues as to importance

Furthermore the notetaker needs to adhere to the additional information:

· Appearance of notes – main topics should be clearly defined.  Use wide margins and indentations to separate information.  Learn to use effective formatting cues such as capitalization, underlining and asterisks.

· Language – help facilitate reading by employing simple sentence constructions when needed.  Define new vocabulary in simple terms.  Give examples when needed.

· Organization – often notetakers may need to rework the notes to put them in a clear logical sequence of information or outline.

· Assignments and tests – very crucial that all information is recorded in detail concerning classroom expectations including assignments and tests.

· Feedback from student – adapt the notes to meet the student’s language and instructional needs.

Mechanics of notetaking by hand:

· Record course name and date at top-right corner of the first page and number each page

· Use plenty of white space

· Write with black fine-point pen

· Write legibly

· Allow blank spaces for missed information

· Use correct spelling

Student Responsibilities (Attendance and Punctuality)

Students are responsible for getting to their classes on time.  Students should be aware that notetakers are required to wait 15 minutes for classes up to 90 minutes long, and 30 minutes for classes longer than 90 minutes.  Students are responsible for notifying OFFICE at least one day prior to missing class (except in the case of an emergency).  Failure to attend class without notifying OFFICE may result in the discontinuation of services after the third occurrence, making it necessary for the student to make an appointment with SUPERVISOR to discuss reinstatement.

For notetaker requests outside of regularly scheduled class times, students are to complete the Notetaker Request Form two weeks prior to the event (or as soon as they are aware of the need).

Students should discuss any problems with their notetaker directly with the notetaker before coming to talk to an OFFICE staff person.

Equal Access

All deaf and hard of hearing students have the right to equal access of information that is presented to them.  Equal access also includes the student’s right to not pay attention in class, forget assignments, forget test dates, fail courses and to miss classes.  Deaf and hard of hearing students should not have any advantages given to them that hearing students in the classroom do not have.

Plan Of Work

Application Forms

All notetakers should complete an application form, which documents any certificates of proficiency, formal education and years of experience.

Hiring Procedure

Provide information related to hiring procedure at your institution.

Timesheets

Provide information for submitting documentation of hours worked at your institution.

Payroll

Provide information regarding payroll at your institution.

Handbook

All notetakers will be expected to adhere to the guidelines set forth in this handbook.

Attendance and Punctuality

The notetaker will arrive on time for all assignments.  Notetakers should notify OFFICE as soon as possible in the event he/she will be absent from an assignment.

Appearance

Although there is no formal dress code, notetakers should follow the RID code of ethics regarding appropriate and professional attire.  Notetakers should dress in a manner that is consistent with the general dress of instructors on campus.  This does not include sweats, shirts with holes, mini skirts, mini shorts, and jeans that are worn out, have holes or are frayed in any manner.  Some classes may require special consideration, and notetakers should dress accordingly (e.g. scuba diving, marine biology, ceramics).  

Student Waiver Of Services

Any time a student decides to waive their right to the use of a notetaker, they must complete and sign a Student Waiver of Services form.  The notetaker is not permitted to leave any assignment when a student waives his/her right to services for a class, lab, and mid-term or final exam unless they have completed a Student Waiver of Services form.  Waiver forms should be attached to time sheet information as verification of the waiver.  It is imperative that notetakers keep blank forms with them at all times because they cannot leave the assignment without the waiver form being first signed.

Random Observations

Random observations of each notetaker will take place a various times throughout the course of the semester.  Observations may or may not be announced in advance.  The purpose of these observations is to document the notetakers job performance including attendance, promptness, professionalism, and to note whether the notetaker is staying in their role while in the classroom setting.

Minimum Hour Agreements

Services provided that are not consecutive will receive 1.5 hours.

Time served beyond 1.5-hour minimum will be billed at intervals of one quarter of the hour.

Hours that are non-consecutive (ex. One hour on, one hour off, one hour on again, etc.) will receive a 1.5-hour minimum consideration for payment.  Services immediately following a one-hour assignment including meeting with the instructor, tutoring, etc. that extends up to 30 minutes is considered included in the minimum.  Time served after the 1.5-hour is considered for payment at intervals of quarters of the hour.

Additional assignments that are non-consecutive but are within the 1.5-hour minimum will receive consideration for payment at the minimum allowed.  (Ex. 9:00 to 9:30 tutoring; 10:00 to 10:30 review; these two non-consecutive assignments are between the hours of 9:00 and 10:30, equaling 1.5 hours).

Assignments that are requesting services for more than 1.5 hours are to be billed for the requested time and any extensions that may occur.  (Ex. If a notetaker is scheduled for a 3-hour class they will be paid for the full three hours.  If a notetaker is scheduled for a 3-hour class and the student does not show up for the class the notetaker will still be paid for the full three hours.  If a notetaker is scheduled for a three-hour class and the student wants to talk to his professor after class for fifteen minutes the notetaker will be paid for 3.25 hours.)

Pagers and Cell Phones

Notetakers should take care of personal business at times other than when on assignment.  Because pagers interfere or distract from fluency in notetaking, the notetaker is expected not to wear a pager during an assignment.  Cellular phones and pagers should have audible rings and beeps turned off.  If the notetaker is team notetaking or has a short break, s/he may want to check the number during that time.  However, responding to calls or pages during an assignment is not permitted.

Substitutions

When the notetaker accepts classes for the semester, it is expected that the notetaker will maintain that schedule of classes throughout the semester.  However substitutions may be needed from time to time.  Requesting a substitute in order to accept an off-campus assignment is not considered an appropriate request.  Exceptions may be approved on a case-by-case basis.

When a substitute is needed the notetaker is responsible for making a formal request by completing a notetaker substitution form.  The notetaker substitution request must be received by OFFICE at least four full working days in advance.  At that time OFFICE will be responsible for finding substitutes.

Assignment Cancellations

SUPERVISOR will make every effort to notify notetakers at least 24 hours in advance of the cancellation of an assignment.  Notetakers will be contacted at the numbers listed in their file.  If 24 hours notification is not possible, the notetaker will be paid for the assignment.  However, if a documented good faith effort to contact the notetaker (i.e., message on the answering machine) at least 24 hours in advance is made and is still unable to contact him/her, the notetaker will not be paid for the assignment.

If the student or instructor notifies the notetaker 24 hours in advance that their services will not be needed, this is also considered sufficient notice.  (Ex. A student may plan to go on vacation.  If the student lets the notetaker know at least 24 hours in advance then sufficient notice has been given).

Notetaker/Student Interaction

Notetakers should not have conversations with deaf students or other students during class time.  Visitation should be done before and after the class.  If a student (non-deaf) asks for information about what notetakers are doing, the notetakers should let the student know s/he is not able to discuss it during class, but could answer before or after the class.  When answering questions about notetaking from faculty and other students, the notetaker should keep in mind confidentiality regarding the student who is deaf or hard of hearing, providing only general information.

Confidentiality

Any information that is obtained through communication facilitation should never be disclosed.  Telling a friend that student, John Doe, is failing his classes is an example of breaking confidentiality.  In addition, anything that occurs while on the job should NEVER be disclosed to another student or professor, even if the students are friends or know each other.  The following are examples that are acceptable means of discussing issues, problems, or concerning that occurs on assignments.  These may arise during the course of a semester and do not violate confidentiality.

If you are in the mentorship program, discussing situations that occur with your mentor/mentee is NOT breaking confidentiality.  All mentors/mentees are encouraged to discuss situations thoroughly.  In addition, mentors/mentees can bring any problems or situations to SUPERVISOR.

Notetaker should bring problems or concerns to SUPERVISOR and avoid discussing issues among themselves.  Discussing these issues within the proper channels is not breaking confidentiality.

See addendum for Notetaker Code of Ethics

Due Process

If OFFICE receives a complaint about a notetaking situation from students, faculty or staff, the notetaker involved will meet with the SUPERVISOR.  If a complaint about the same problem is reported more than once, the notetaker involved will meet with the SUPERVISOR and the Director of OFFICE.  If this specific complaint continues, the decision may be made to terminate the notetaker’s services.

Inclement Weather

If the weather appears hazardous, please refer to the inclement weather policy for YOUR INSTITUTION.

Meetings

Group meetings with notetakers will be held at the beginning of each semester.  These meetings are mandatory for any notetaker who wishes to maintain a schedule of notetaking classes.  The notetaker will be compensated for these meetings at a minimum of 1.5 hours.

There may be times when it is also necessary for the notetaker to meet individually with OFFICE staff.  Attendance at these meetings is mandatory and part of the notetaker’s responsibility while working for YOUR INSTITUTION.  There will be no compensation for these meetings, however they will usually be brief.  Reasons for meetings might include, but are not limited to, discussion of performance; meeting between student, notetaker, and OFFICE staff; or discussion of schedules for upcoming semester.  OFFICE will attempt to schedule these meetings at a time that is convenient to both OFFICE and the notetaker.

Other Notetaking Assignments

During the semester, there will be times you will be asked to notetake for extracurricular events.  As these requests come in, the SUPERVISOR will contact notetakers to determine who is available.  If you accept an assignment for which you have to return to the campus, you are given 1.5 hours minimum for your time.

All notetaker requests for anything outside of regularly scheduled classes should go to OFFICE.  We need to know about scheduled extracurricular activities for several reasons:  statistics for funding and to lessen the chance of double-booking of notetakers.  Students are aware of this procedure.

Our Staff

Provide information about location of office that coordinates interpreters, hours of operation, names of staff, telephone numbers, fax numbers, and e-mail addresses.

Addenda

Notetaker Job Description

Suggested Phrases to Maintain Confidentiality at YOUR INSTITUTION For Notetakers

Sample Forms

Code of Ethics

Glossary

Addendum 1

NOTETAKER POSITION DESCRIPTION

The notetaker’s primary responsibility is taking notes in the classroom and the rapid provision of the hard copy or electronic text notes to students.  The notetaker reports to the SUPERVISOR.

SPECIFIC RESPONSIBILITIES


Provide direct service

· Provide notetaking services in classroom.

· Edit notes; maintain dictionaries; prepare for class by reviewing notes and syllabi, previewing texts; meeting with presenters, faculty, tutor, or students; and prepare equipment.

· Use consumer feedback, assess effectiveness of services provided, and adjust accordingly.

· Assist with culture-specific information and adapt communication to facilitate understanding between hearing and deaf individuals.

Communicate with others in support of departmental goals and the provision of services.

· Develop rapport with college employees and students and facilitate resolution of support service concerns.

· Provide information to faculty, staff, and students regarding notetaking services, communication between deaf and hearing people, and support services resources.

· Represent daily the mission of YOUR INSTITUTION to members of the (YOUR INSTITUTION) community through work in the mainstream setting.

· Attend staff meetings, document services provided weekly, and network with other staff members to maintain the flow of information critical to quality service.

Demonstrate professional growth.  Areas of growth can include:

· Upgrading or maintenance of keyboarding skills.

· Development of sign language skills.

· Enhancement of interpersonal communication skills.

· Gaining additional content knowledge.

· Increased knowledge and use of the computer.

Participate in projects, including committee work and mentoring, as deemed appropriate by SUPERVISOR.

Addendum 2

SUGGESTED PHRASES TO MAINTAIN CONFIDENTIALITY AT YOUR INSTITUTION FOR NOTETAKERS

· I am not at liberty to say.

· I am sorry, that information is confidential.

· I am not sure.

· I don’t know.

· I only see the student in class.

· I don’t know the student personally.

· I am not able to disclose that information.

· I can’t answer that question, but I would be happy to facilitate communication if you would like to ask the student directly.

· The student could probably answer that better than I could.

· The (NAME OF PROGRAM) could probably answer that question for you.

· I am sorry, I am not able to step out of my role of notetaking during class time.

· If you have a concern you would like to address regarding the notetaker in your class you might want to talk to the (NAME OF PROGRAM).

Addendum 3a

NOTETAKER TIMESHEET

	Notetaker:
	

	
	

	Social Security Number:
	

	
	

	Pay Period
	
	/
	
	/
	
	To
	
	/
	
	/
	


1ST WEEK OF PAY PERIOD

	
	DATE
	In – Out
	In – Out
	In – Out
	TOTAL

	SUNDAY
	
	
	
	
	

	MONDAY
	
	
	
	
	

	TUESDAY
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	

	THURSDAY
	
	
	
	
	

	FRIDAY
	
	
	
	
	

	SATURDAY
	
	
	
	
	

	TOTAL HOURS FOR THE WEEK:
	
	
	


2ND WEEK OF PAY PERIOD

	
	DATE
	In – Out
	In – Out
	In – Out
	TOTAL

	SUNDAY
	
	
	
	
	

	MONDAY
	
	
	
	
	

	TUESDAY
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	

	THURSDAY
	
	
	
	
	

	FRIDAY
	
	
	
	
	

	SATURDAY
	
	
	
	
	

	TOTAL HOURS FOR THE WEEK:
	
	
	


	TOTAL HOURS FOR THE PAY PERIOD:
	

	XRATE PER HOUR:
	

	AMOUNT DUE:
	


	I certify that I was present and worked during the hours indicated above


	
	
	

	SUPERVISOR
	
	NOTETAKER


Addendum 3b

(NAME OF INSTITUTION)

Student Verification Form

	Notetaker:
	

	
	

	Student:
	

	
	

	Pay Period
	
	/
	
	/
	
	To
	
	/
	
	/
	


	Date
	
	Date
	
	Date
	
	Date
	
	Date
	

	Begin Time
	
	Begin

Time
	
	Begin Time
	
	Begin Time
	
	Begin Time
	

	End Time
	
	End

Time
	
	End Time
	
	End Time
	
	End

Time
	

	Initials
	
	Initials
	
	Initials
	
	Initials
	
	Initials
	

	
	
	
	
	
	
	
	
	
	

	Date
	
	Date
	
	Date
	
	Date
	
	Date
	

	Begin Time
	
	Begin Time
	
	Begin Time
	
	Begin Time
	
	Begin Time
	

	End Time
	
	End Time
	
	End Time
	
	End Time
	
	End Time
	

	Initials
	
	Initials
	
	Initials
	
	Initials
	
	Initials
	

	
	
	
	
	
	
	
	
	
	

	Date
	
	Date
	
	Date
	
	Date
	
	Date
	

	Begin Time
	
	Begin Time
	
	Begin Time
	
	Begin Time
	
	Begin Time
	

	End Time
	
	End Time
	
	End Time
	
	End Time
	
	End Time
	

	Initials
	
	Initials
	
	Initials
	
	Initials
	
	Initials
	

	
	
	
	
	
	
	
	
	
	


	I certify that this notetaker has performed satisfactory work for the hours represented.


	
	
	

	Notetaker Signature
	
	Student Signature


Addendum 3c

INTERPRETER/NOTETAKER/TUTOR REQUEST
DATE OF REQUEST_____________________TIME______________

REQUESTED BY_______________________________________PHONE__________________

SERVICE NEEDED
INTERPRETING        TUTORING        NOTETAKING        SUBSTITUTE

STUDENT’S NAME/COLLEGE EMPLOYEE_____________________________________________________

CLASS NAME/COLLEGE FUNCTION__________________________________________________________

SUN    MON    TUE    WED    THUR    FRI    SAT

DATE NEEDED______________FROM__________am/pm  TO___________am/pm

CAMPUS LOCATION
CC       NE       MC       MP       SE       WC 

ROOM NUMBER_____________________

SUBSITUTES  CONTACTED
	NAME
	HOME PHONE,
	LM  PGD  YES  NO

	
	
	

	NAME
	WORK PHONE,
	LM  PGD  YES  NO

	
	
	

	NAME
	CELL PHONE,
	LM  PGD  YES  NO

	
	
	

	NAME
	PAGER
	LM  PGD  YES  NO

	
	
	

	NAME
	
	LM  PGD  YES  NO

	
	
	

	NAME
	
	LM  PGD  YES  NO

	
	
	

	NAME
	
	LM  PGD  YES  NO

	
	
	

	NAME
	
	LM  PGD  YES  NO

	
	
	

	NAME
	
	LM  PGD  YES  NO


ACCEPTED BY_____________________________________     

TEAM_____________________________________

Addendum 3d

YOUR  INSTITUTION

LOCATION

NOTETAKER  REQUEST  FORM

	Please circle one:
	Fall
	Spring
	June
	July
	Year:
	


	Name:
	


	Date:
	
	Social Security #:
	


Below please list the courses in which you need a Notetaker.

	Course  Prefix/Number/Section
	Course Title
	Day/Time
	Office Use Only

	Example:  BIO 1131 AM
	General Biology I
	Mon

9:30a-11:00a   
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Addendum 3e

NOTETAKER APPLICATION RATING FORM

Applicant’s Name __________________________  Phone Number (   )______________

Audio Tape______________  Evaluator__________________________ Date_________

Starting Rate__________  Hire____________  Do Not Hire___________

1
2
3
4
5
APPEARANCE



unprofessional
o
o
o
o
o
professional

WRITING  SKILLS

1.  Legibility




inappropriateo
o
o
o
o
appropriate

2.  Spelling




unclear
o
o
o
o
o
clear

3.  Points of emphasis



unclear
o
o
o
o
o
clear

4.  Use of illustrations & diagrams

inappropriateo
o
o
o
o
appropriate

5.  Complete sentence when possible

inadequate
o
o
o
o
o
adequate

6.  Clear use of abbreviations


inappropriateo
o
o
o
o
appropriate

7.  Organized information


hesitant
o
o
o
o
o
smooth

 8.  Examples noted



inaccurate
o
o
o
o
o
accurate

 9.  Sufficient margins



unclear
o
o
o
o
o
clear

10.  Questions & answers noted

inappropriateo
o
o
o
o
appropriate

11.  Speaker indicated



inadequate
o
o
o
o
o
adequate

12.  Page, number title, date, name

unclear
o
o
o
o
o
clear

OVERALL PERFORMANCE

1.    Areas to Work On:               

       ____________________________________________________________________________________________

       ____________________________________________________________________________________________

       ____________________________________________________________________________________________

       ____________________________________________________________________________________________

       ____________________________________________________________________________________________

2.    Evaluator’s Comments/Recommendations:

       ____________________________________________________________________________________________

       ____________________________________________________________________________________________

       ____________________________________________________________________________________________

       ____________________________________________________________________________________________

       ____________________________________________________________________________________________

3.     Rating:    o Outstanding     o Above Average     oSatisfactory     oUnsatisfactory

Editor’s Note:  This page courtesy of the National Center on Deafness at California State University at Northridge.

Addendum 3f

EVALUATION OF NOTES

Notetaker_____________________________________________________________

Evaluator_____________________________________________________________Date_____________

	Criteria
	N/A
	Good
	Needs

Improvement
	Specific Examples

	Was unbiased, didn't write opinions in the notes
	
	
	
	

	Was Page number, class title, and date on each page
	
	
	
	

	Used 8 1/2x11 inch paper
	
	
	
	

	Used a black pen
	
	
	
	

	Wrote legibly
	
	
	
	

	Left blanks when unsure
	
	
	
	

	Used correct spelling, or indicated "SP" if unsure
	
	
	
	

	Used white space effectively
	
	
	
	

	Heard and marked points of emphasis
	
	
	
	

	Defined difficult vocabulary
	
	
	
	

	Used complete sentences
	
	
	
	

	Used examples
	
	
	
	

	Used diagrams and illustrations if possible and appropriate
	
	
	
	

	Organized the information
	
	
	
	

	Included enough information
	
	
	
	

	Speaker indicated
	
	
	
	

	Used abbreviations
	
	
	
	

	Reworked the notes later. (checked spelling, added emphasis, organizational strategies, completed words, added punctuation, etc.)
	
	
	
	


General comments on the completeness and usefulness of the notes:

Suggestions for two things the notetaker should concentrate on improving:
From The classroom notetaker: How to organize a program serving students with hearing impairments; by Jimmie J. Wilson (in press),  Washington, D.C. Alexander Graham Bell Association.

Addendum 4

NOTETAKER’S  CODE OF ETHICS AND GUIDELINES
(Adapted from “Notetaker’s Code of Ethics and Guidelines” prepared and used by

California State University at Northridge)

1.
Notetakers shall keep all assignment-related information strictly confidential.

Notetakers shall use discretion when discussing a class or students in that class.  Seemingly unimportant information, innocently divulged, may prove damaging in  certain situations.  If problems should arise among any of the persons involved, notetakers shall refer these persons to the notetakers’ immediate supervisor.

2.
Notetakers shall transcribe lectures as faithfully and completely as possible.
Notetakers must learn to store information as they listen in order to record all of the major points of the lecture.  Correct English is required at all times.  Diagrams,  examples, student questions and answers, and student comments shall be included  in the notes to provide a  complete picture of classroom activities.  It is better to  provide information students do not need than to take the chance that they will miss something important.  When in doubt, notetakers should write.  Most instructors provide clues either directly or indirectly about  what will appear on tests.  Anything which is stressed in the classroom should be stressed in notes.  Teacher comments about the important items should be recorded.

3.
Notetakers shall not advise, interject personal opinion, or counsel the student.
Just as notetakers may not omit important information, they may not add personal  opinions to recorded notes.  Notetakers should remember that they are not responsible for what is said and should not permit their own feelings to interfere with or add to the lecture.  Paid notetakers are not to participate in class other than to ask questions for clarification or spelling.  Notetakers and students frequently become friends, but that personal  relationship must not be allowed to interfere with the service for which the notetaker is paid.

4.
Notetakers shall not counsel or advise.
The notetaker’s primary responsibility is to record the lecture.  If a professor seeks  advice on  how to interact with a student, the notetaker must refer him or her to a  counselor or to the notetaker’s supervisor.  Likewise, the notetaker must refer  students seeking counseling to their counselors.

5.
Notetakers shall choose assignments appropriate to their experience or skill in the subject area.
Familiarity with a subject promotes better notetaking.  Some classes are more  difficult than otherrs, either because of the nature of the class itself or because of the instructor’s teaching style.  If the notetaker finds a particular assignment beyond his or  her capabilities, the supervisor must be informed.  

6.
Notetakers shall comport themselves in a manner appropriate to the situation.
Notetakers shall conduct themselves in a way  that brings respect to themselves, the students, and their department.  The term “appropriate manner” refers to:

a.
Appropriate dress 

b.
Professional conduct

c.
Wearing of a name badge to denote the notetaker’s role in the classroom

I have read and understood my role as a Notetaker.

Signature:___________________________________  Date:_____________________

Addendum 5

GLOSSARY OF TERMS

Age at Onset – The age at which a person’s hearing becomes impaired.

ALD and ALS – Technical tools to assist hard of hearing people with or without a hearing aid.  They bring the speakers voice directly to the ear.  They help overcome the problems of distance and surrounding noise.

ALD – Assistive Listening Device for personal use.

ALS – Assistive Listening System for groups of people.

Amplification – The use of hearing aids or any other mechanics used by a person with a hearing impairment to amplify sound.

Amplified Phone – Phones equipped with volume controls on the handset.

ASL (American Sign Language) – A natural visual-gestural language with syntax, structure, and grammar rules different from English.

Audiogram – A graph used to record the results of a haring evaluation.

Audiology – The science of hearing, including the evaluation of hearing impairments and the rehabilitation of people with hearing impairments.

Closed-Captioning Decoder – A device which allows closed captioning to be seen on a television screen.

Compatible Phone – A phone which generates an induction signal that can be picked up by a hearing aid telecoil.  Federal law requires that all corded phones sold in the Untied States must be hearing aid compatible.

Conductive Hearing Loss – The loss of sound sensitivity produced by abnormalities of the outer and/or middle ear.

Cued Speech – The use of handshapes and placements around the mouth to aid in the recognition of spoken words – used in some parts of the country extensively, and not much in other areas.

Cued Speech Transliterator – Transliterators translate from spoken language to the visual mode of communication Cued Speech.  Transliterators provide real-time access to all information occurring in the classroom.

Cumulative Trauma Disorder – A painful physical condition, such as Carpal Tunnel Syndrome, that is caused by overuse and repetitive motion without sufficient breaks for resting.

Deaf Person – One who hearing loss makes it impossible for him/her to understand speech with or without the use of hearing aids.

Decibel – A unit for expressing the intensity (loudness) of sounds.

Degree of Hearing Loss – The extent of hearing impairment usually categorized as “slight”, “mild”, “moderate”, “severe”, or “profound”.

Dual Party Relay – Three way telephone access system linking Deaf and Hard of Hearing callers using an agent who has access to both parties.

Etiology of Hearing Loss – The cause of a hearing loss.

Frequency – It is the subjective impression of highness or lowness of a sound (pitch).

Hard of Hearing Person – One who hearing loss makes it difficult, but not impossible, for him/her to understand speech and language with or without the use of hearing aids.

Interpreter – A trained professional, fluent in both English and American Sign Language, who is bound by a code of ethics to facilitate communication between deaf and hearing persons.

Notetaker – A person, typically a student in the class, that takes notes and provides them to the student with a disability.  Note include lecture information, diagrams and notes from class as well as threads of class discussions.

Open Caption – Text that appears on the television screen that conveys the spoken information-does not require a decoder.

Oral Interpreting – A form of interpreting in which the interpreter mouths without voice is being said so the person who is deaf or hard of hearing can speechread more easily.

Real Time Captioning – Captioning that is provided simultaneously as a spoken word using a computerized software program.

Residual Hearing – Any usable hearing that a person may have.

RID – Registry of Interpreters for the Deaf, the organization responsible for testing and certifying interpreters, and the formation of the Code of Ethics.

Section 504 – Section 504 is part of the Rehabilitation Act of 1973 (Pub. L. No. 93-112, as amended).  It protects the civil rights of people with disabilities in many environments including college settings.

Sensorioneural Hearing Loss – The loss of sound sensitivity produced by abnormalities of the inner ear or the eighth cranial nerve pathway beyond the inner ear to the brain.

Speechreading (also known as lipreading) – The process of watching a person’s mouth movements and facial expressions to ascertain what is being said.  Speechreading ability varies from person to person and can be influenced by factors such as the amount of useable hearing a person has and their knowledge of spoken English.  Other factors can include the amount of light and the noise level of the environment.

“T” Switch – A switch on a hearing aid that is compatible with telephone use, allowing the user to cut off all competing sounds.

Tactile Interpreting – A form of interpreting with individuals who are deafblind which involves them receiving information by placing their hands on the interpreter’s hands during the interpretation.

TTY (formerly TDD) – A Telecommunications Device for the Deaf, used by those who cannot communicate on the phone.  A typewriter-like unit prints the conversation on a screen or paper so that it can be read.  A TDD must connect with another TDD or a computer.  The transmission is with a special coding call Baudot.

Type of Loss – The nature of hearing impairment, usually classified as “conductive”, “sensori-neural”, or “mixed”.
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