Audio Recording Accommodation Discussion Guide

At the beginning of the semester, student and instructor should meet privately to discuss how DRC-approved accommodations, as listed in the student's Letter of Accommodation (LOA), will be implemented in your course. This conversation is an important opportunity to establish a shared understanding of how the accommodations will be implemented.

This worksheet is an optional resource to help guide your conversation and document your plan. It is for your personal use and reference only and does not need to be completed or submitted to the Disability Resource Center (DRC). This worksheet is considered a personal record. 

Accommodation Overview
Audio recording of lectures is an approved accommodation designed to provide equal access to course content for students whose disabilities impact notetaking, information processing, attention, memory, or other learning functions. The purpose of this discussion is to determine how the accommodation will be implemented in the specific course. 

Before the Discussion
Student Responsibilities
· Send the Letter of Accommodation (LOA) to the instructor.
· Request a meeting or conversation regarding accommodations.
· Be prepared to discuss how audio recording supports your learning.
· If an instructor does not respond within five business days of the student’s initial outreach to discuss accommodations, please contact the DRC.

Faculty Responsibilities
· Review the Letter of Accommodation.
· Meet with the student in a timely manner.
· Discuss implementation of accommodation in good faith.
· If the student does not respond within five business days of your receipt of the LOA, please contact the DRC.

Discussion Questions and Considerations
· Understanding the accommodation
· How does the student utilize audio recordings for learning? (For example, listening to the recording again helps the student review information)
· Has the student used this accommodation successfully in previous courses? If so, how has it been successful? 
· Implementation planning
· Will the student record using a phone, laptop, tablet or recording device? 
· Where will the student sit to ensure adequate audio quality?
· How will recordings be managed and stored securely?
· What should occur if technical difficulties arise? 
· Are there aspects of the course structure that may affect how recording occurs?
· Are there activities that differ from traditional lectures? Examples:
· Recording class discussions
· Recording guest speakers
· Recording review sessions 
· Privacy and Confidentiality
· Review of the optional Audio Recording Agreement at end of worksheet
· Recordings are for personal educational use only
· May not be shared, uploaded, distributed, posted online or provided to others
· Must be destroyed when no longer needed or at the end of the semester
· May be requested by the instructor if questions arise regarding their use

If Challenges Arise
If either the student or instructor believes implementation of the accommodation may present challenges, they should contact the student’s Access Consultant or the DRC immediately before denying, modifying or discontinuing the accommodation. 

Agreement Summary
After discussion, we understand: 
· The purpose of the accommodation
· How recording will occur in the course
· Expectations regarding privacy and appropriate use 
· Procedures for addressing concerns that arise during the semester 

Student Name:
Faculty Name: 
Course:
Date Discussed: 

Disability Resource Center Audio Recording Agreement
I understand that, as a Northern Illinois University student who has approved recording accommodations, I have the right to audio record my class lectures for use in my personal studies only. I realize that lectures that I record are not be shared with other people without the written consent of the lecturer. I also understand that audio recorded lectures may not be shared, used in any way against the faculty member, other lecturer, or students whose classroom comments are audio recorded as part of the class activity. I am aware that the information contained in the audio recorded lectures is protected under federal copyright laws and may not be published or quoted without the expressed consent of the lecturer and without giving proper identification and credit to the lecturer. I agree to abide by these guidelines with regard to any lectures I record while enrolled as a student at Northern Illinois University.

Student Name: 
Course Name: 
Instructor: 
Semester: 
Date: 

