


2. In the absence of the notetaker, the student receiving notes should utilize his/her audio recorder 
accommodation. One of the purposes of the audio recorder accommodation is to be a backup if a notetaker 
is absent.  

3. An audio recorder can be checked out from the OA at the beginning of the semester and kept for the whole 
semester. The audio recorder must be returned by the end of the final exam period each semester for 
maintenance purposes. There is an existing Equipment Loan policy that students follow when checking 
out equipment from the OA. 

4. If the notetaker is absent two or more consecutive classes, the student must notify the instructor and 
notetaker coordinator to determine whether a replacement notetaker is needed.  

5. In those situations where an approved notetaker is unable to continue, the following four options will be 
reviewed with the student and student’s Disability Specialist in order to determine which is the appropriate 
fit for the student’s accommodation needs: 

�x The student will utilize his/her audio recorder for the remainder of the semester. 
�x Instructors will be asked to provide a comprehensive copy of their notes. 
�x A temporary notetaker will be assigned to the class, including instructor referrals.  
�x A new notetaker will be assigned to the class and be required to complete the hiring process as 

outlined above. 
 
The notetaking accommodation is individualized to the student’s needs. In some cases, copies of professors’ 
PowerPoint presentations and notes could be the most appropriate and effective option for the student. For 
example, an instructor could provide more comprehensive notes than those of a student notetaker. However, the 
notetaker service is generally the first and preferred option. Other services should only be utilized on a short-term 
basis or when a student specifically requests alternative services and such services are appropriate and available. 
 
Sources for replacement notetakers include: 

�x Instructor recommendations of students in their classes 
�x Another notetaker who has signed up through STARS 

 
Student Responsibilities 

�x Request the course needing a notetaker through STARS; ideally prior to the start of classes. 
�x By the end of the first week of classes, students must determine for which classes a notetaker is still 

desired. While a student remains eligible for notetakers, many students find that there are some classes 
they either don’t need or want a notetaker. Throughout the process, the OA will continue to reach out to 
students to determine a continuing need for notetakers. If no notetaker is in place by the end of the first 
week of the semester, the OA has reached out to the student at least twice, and the student has not contacted 
the office, the OA will assume that the student is no longer interested in this accommodation. 

�x If students no longer require a notetaker for their services, they must notify the OA by the second week 
of the semester. If no notetaker is required, students must update the accommodation request for each 
class in STARS. 

�x A student who wishes to obtain a notetaker beyond the sixth week of the semester is required to meet with 



�9 They include important information from lectures. 
�9 They include information written on the board. 
�9 They include information about 


