Notetaker Policy

Notetakers provide a vital link in providing support services to students at Western Kentucky University.  Students depend upon your clarity and accuracy in recording all information given in the classroom.

Class Punctuality and Attendance:

· It is important that you arrive on time and ready when class begins.

· Excessive absences will result in the discontinuation of your employment.

· If you miss more than 2 class periods, unless they are both excused, your job may be handed over to another student in the class. You are responsible for getting substitute notes for missed class days.  If you know you will be out, please ask another student in advance to take notes.
In the case of an emergency or a lengthy absence is anticipated please contact the OFSDS and the student you are assisting.

Note-taking Format:

It is the note-taker's responsibility to:

· Identify the date, course, and page number on each sheet.  

· Leave large margins clear for student notations.

· Collect handouts and make appropriate notations.  

· Use only mutually agreed upon abbreviations.

· Write clearly and legibly.

· Organize your notes in a consistent fashion.

· Maintain accuracy: Due dates, room numbers, book titles, etc.

· Record all information including notes on the board PLUS INSTRUCTOR COMMENTS AND EXPLANATIONS, overheads, page numbers and references, homework assignments AND DESCRIPTIONS, test dates, room changes, etc. -- not just what you deem important.  Include details such as the instructor's answers to student questions and class discussion.

· Emphasize key words and concepts.

· Keep notes free from personal biases.

· Remain physically and mentally active on the job.

· Ask the instructor if you miss something, do not understand a concept, or need clarification.

Helpful Hints:

· Exchange names, phone numbers, email addresses, pager numbers, etc. with the student for whom you provide notes.  

· If any irresolvable problems occur, contact the OFSDS coordinator.

· Find out the student's needs; ask for feedback on the quality of your notes.  You may wish to ask the instructor for feedback.

· Sit next to the student for whom you provide service when possible.

Please note:

Remember that all disability related information including the identity of the student is confidential.

If desired, you may take notes as a volunteer service.  If you do not wish payment for your services, please notify Student Disability Services.

FORMAT & TIMING:

· Find whether the student prefers NCR paper or photocopies. Either way, please make arrangements to provide the notes to students immediately after class.  You can make copies at the OFSDS free of charge, or you may request that the instructor find a local copier (at no cost to you) in the department where the class is held.

· If you use NCR paper, please use black or blue ink.  The student receives the original.  If you type the notes, you may attach and send them via email within one day.

When a student misses a class, continue to take notes and give them to him or her during the next class period.  If the student misses over 2 consecutive classes, you must call the OFSDS at 745-5004 to determine whether or not the student has dropped the class.

Payment:

· All forms in the notetaker packet must be properly filled out and turned into the proper office as listed on the Notetaker Checklist in order to ensure payment.

Notetakers receive a stipend of $150 per semester for the first completed class and $100 for additional classes (unless the class is less than 3 credit hours, or requires very little note taking).  Payment is made at the end of the semester.  *If you do not submit all completed paperwork within two weeks, you will be considered a volunteer notetaker.  Thank You! (
Please notify the OFSDS immediately after the 2nd consecutive absence, or if you suspect the student you provide notes for may have dropped.  In the event that the student drops the class, requests a notetaker later in the semester, etc., payment will be prorated.  No payment will be made for unacceptable or late notes.

