Office of Disability Services

Peer Note Taker Guidelines & Agreement

1) Take clear and concise notes, using a black or dark blue ink; no pencils please.  (Pencil doesn’t copy well).  
2) Make sure you have your name, the course name, and the date the notes were taken listed at the top of each page.
3) Please don’t write in the margins. Most copy machines don’t copy the entire 8 ½ by 11 inch page, so information could be omitted.
4) Include important information including graphs, diagrams, and comments such as: 
· “We may have a quiz on …”,   
· “Check E-Learn for more information about …,” etc.

5) Photocopy your notes, making sure the copy is clear and complete. 

6) Bring the copy/copies to the Center for Writing and Academic Achievement within 24 hours. For example: if notes were taken on Friday, please bring the notes to the Center by Monday morning. 
7) Please understand that in agreeing to be a volunteer note taker in a particular course, you are responsible for taking notes every time the class meets, all semester long.  Both the Office of Disability Services and the student seeking the notes are depending on you!
8) If a problem arises, or you are unable to attend class, please contact ods@stonehill.edu
 as soon as possible.

__________________________________


__________________________________
Student Signature






Date
