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AccessAbility Services

Volunteer Note Taker Registration Form

(Please Print)
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If you received this form during a lecture, please put a star beside the course in which you received it.

	Session: ( Fall _______  ( Winter _______  (  Summer  _______

(Please check one and specify year)

	COURSE CODE
	LEC
	PRA/TUT
	INSTRUCTOR
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	LEC
	PRA/TUT
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	Please indicate how you will provide your notes to the student

	
	
	
	
	( Email   ( Carbon Paper
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PLEASE READ AND SIGN THE BACK OF THIS FORM

	PROCESS

	1. Complete and sign this form.

2. It is essential that you put your name, course code and page number at the top of each page of your notes. 

3. If you were provided this form in class, please return the form to your Instructor with the top copy of your notes. Otherwise, you can return the form directly to our office in room S302. 

4. If you are pre-registering to be a potential note taker, please submit this form to room S302 or email it to notetaking@utsc.utoronto.ca.  If notes are required in the courses for which you are volunteering, you will be contacted.

5. Once the office receives a copy of your notes, the student(s) requiring note taking accommodations for that class will come in to review them.  Students will select a note taker based on the details included in the notes and disability-related reasons such as visual clarity of the note takers’ handwriting.

6. We will contact you if you are chosen as a note taker.  

7. If you are chosen as a note taker, you will be asked to provide a copy of your notes directly after every class or within 24 hours so that the student(s) has the opportunity to review and study the notes in a timely manner. 

     We are located in room S302 (above the Meeting Place).  You can provide your notes to the office in one of three ways:

· Email your notes to notetaking@utsc.utoronto.ca.

· Come to the office to photocopy your notes. 

· Use our carbon paper and drop off the top copy of your notes. 

      Notes can be dropped off after hours - the drop box is the black slot located just outside the main door to S302.

8. When taking notes, please record all announcements and take notes throughout the entire lecture. Include details such as test dates, cancelled classes, assignment instructions, etc.  



	CONFIDENTIALITY

	Protecting the confidentiality and anonymity of students registered with AccessAbility Services

is not only a priority but an ethical and legal obligation.   

Individuals who have contact with the office, including volunteer note takers, are required to respect students who are registered with the service, and their need for confidentiality and anonymity.
I, __________________________________________________, am aware of the confidential nature of information concerning those who use AccessAbility Services.  If such confidential information such as the identity, name, or disability of a student comes to my knowledge either in the normal performance of my duties, or occasionally and inadvertently, I agree not to divulge such information either within or outside of the University.

Should this confidential information be printed or in written form, I will exercise all reasonable care and caution in protecting such information from casual observation, unauthorized perusal, or other abuse. 

I recognize that my volunteering at AccessAbility Services is conditional upon my agreement and compliance with this Confidentiality Agreement.
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Signature

                                                                                     Date




	How did you hear about volunteering to take notes?

	( In class announcement ( Intranet ( Friend ( Volunteer Fair ( Other:


THANK YOU FOR VOLUNTEERING.

Giving back to others benefits everyone in the UTSC community!
Revised 04/07
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