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Transcription   

  
Transcr i pt i on is the pr ocess in which speech or audi o is conver t ed into wr itt en text  dur i ng live lect ures. 
Transcr i pt i on can be used to make audi o- only content accessi bl e. Transcr i pt i on is avai l abl e for academ i c    

• Student s  will br ing a lapt op to class and acti vat e the tr anscr i pt i on them sel ves.      
• In order to view the tr anscr i pt later, the student must also recor d the  l ect ur e.  Student s have been 

inst r uct ed to obtai n per m i ssi on at the begi nni ng of the semest er if they ar e recor di ng.   
• Please contact us if you need assistance setting up a Teams room, activating the transcription or 

obtaining a transcript. A ‘cheat sheet’ will be provided upon request. 
• It is the student ’ s responsi bi l i t y to let us know if they do not feel that Teams is meet i ng thei r 

accom m odat i on. If a student does not feel that the tr anscr i pt i on is accur at e enough:    
o We will loan the student a micr ophone to use with thei r lapt op.  
o The student may need to move closer to ensur e the tr anscr i pt i on is being picked up by the 

micr ophone.  
o The prof essor may need a Teams room open with a lapel micr ophone whil e lect ur i ng.  
o A staf f tr anscr i ber or a company may need to tr anscr i be the lect ur es and /or  conver sat i on in the 

classr oom in real -time if accur acy is not achi eved. The Office of Accessi bi l i t y will coor di nat e 
this accom m odat i on.    

 

Agency or Staff Transcriber Providing the Accommodation 
• Scheduling: Any change in student ’ s schedul e must be repor t ed immedi at el y. The Office of 

Acces si bi l i t y will make a good eff or t to fulf i ll all request s, but please be awar e that request s made af ter 
the semest er has star t ed may resul t in a delay of ser vi ces.  

• Attendance: If a student does not attend class, the tr anscr i ber will wait 15 minut es bef or e cont act i ng the 
Office of Accessi bi l i t y. If the Transcr i ber Coordi nat or is not avai l abl e, the tr anscr i ber shoul d leave a 
detai l ed message bef or e leavi ng  class . If unabl e to attend class, student s shoul d cont act the Transcr i pti on 
Coordi nat or in advance (if possi bl e). If a tr anscr i ber does not repor t to an assi gnm ent, the student shoul d 
wait 15 minut es, then the Transcr i pt i on Coordi nat or can foll ow up with the tr anscr i ber. Both tr anscr i ber s 
and student s must noti f y the Office of Accessi bi l i t y at least 24 hour s in advance, whenever possi bl e, if 
they will not be able to attend class  and/or assi gnment.  

• Attendance and Cancellation of Services: If a student is absent fr om thr ee class sessi ons without 
noti f yi ng the Office of Accessi bi l i t y, ser vi ces may be inter r upt ed. The student will need to meet with the 
Transcr i pt i on Coordi nat or to deter m i n e whet her the accom m odat i on is stil l appr opr i at e. If ab sences 
without noti f i cat i on cont i nue, transcr i bi ng ser vi ces may be cancel l ed. The student is expect ed to attend 
classe s to recei ve this accom m odat i on.  
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Professor use of External Microphone for Online or Recorded Classes 
An exter nal micr ophone is necessar y to pr ovi de a clear signal for tr anscr i pt i on when lect ur es ar e being recor ded 
or dur i ng live remot e lect ur es.   Professor s  can check out a micr ophone fr om the Office of Accessi bi l i t y , if needed. 
Please have the pr of essor cont act our off i ce at 330 -972-7928 or at  access@uakr on.edu .   
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