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Disability Service
Note takers’ responsibilities
A note taker must be able to:
· Take clear, appropriate notes
· Paraphrase, summarise and modify language where necessary
· Adapt the layout of notes to suit the student
· Become acquainted with subject-specific language 
They should also have 
· Good handwriting or typing skills depending on format of notes
· Good time keeping
They should follow a code of practice, including
· Confidentiality about the student and the classroom process
· Never interrupting the tutor and never asking or answering questions in class
· Not adding his or her own ideas to notes assisting the student with coursework
Before the course begins
When you are paired up with a student as their note taker, it is important that you meet with to discuss what note taking style is most appropriate, for example, as sentences, bullet points or as a map. This may depend on the subject the student is taking. You may have to reassess the note taking style after the first couple of lectures. 
Familiarise yourself with the reading list before the course starts so that if the lecturer refers to a text book you may be able to write it in shorthand and you can spell the author’s name, etc. Perhaps have the reading list handy at the lecture to refer to.
Work out a signposting system between you and the student so that you can us abbreviations, for example:
Ex = example
D = definition
T = may come up in test
RL = reading list
* = important
Taking notes in lectures
Handwritten notes
If taking handwritten notes, use a standard A4 notepad for a loose leaf ring binder which allows for inserting handouts. 
Before the lecture begins, put a heading and a date on your notes for each day. Ask the student what information they want in the heading, for example: the course name, the week number, the text covered, the lecturer’s name, your initials, etc. 
Leave plenty of space on each page for the student to add his or her own notes. 
Word processed notes
Note takers may use the student’s own laptop or borrow one from the Disability Service office in Room 2054 of the Arts Building before each lecture. If borrowing a Disability Service laptop, make sure you allow enough time to do this before the lecture starts. 
A template for lecture notes will be on the desktop. Copy this and fill in the header with the date, lecture information and your name before the lecture starts. 
Note-taking styles
1. Sentences
Many arts subjects lend themselves to a note taking style which requires you to write sentences. Sentences can be useful as they hold meaning and are much easier to understand later, especially for deaf students. It is difficult to write in full sentences at speed, so you may need to use summarizing skills, making sure that you keep the essence of the lecture and doing so in complete sentences. Use straightforward English and short sentences.
Don’t try to write paragraphs or to take down every word that the lecturer says. Try and get enough information that a reader can understand from your notes what the lecture is about. The student is going to be at the lecture with you, so the notes you take should only have to act as a memory trigger. 
2. Bullet points
Take notes of major headings and key words, dates, etc. 
If the lecturer provides a handout, consider writing short points directly on the handout. 
3. Map
This style can be used to emphasize cause and effect, linear progression, etc., so may work well with science subjects or history. Make sure that you establish a style before you begin as this style can get out of control, messy and difficult to follow. Use ‘top-down’ links rather than across the page.
Providing the notes
Handwritten notes are given directly to the student after the lecture; notes taken on computer are emailed as soon as possible after the lecture and must be emailed within 24 hours of the lecture. If you are taking notes on the student’s personal computer, ask the student where they wish the notes to be saved and what folders are allocated for what course, and what titles to give the individual lecture notes - Course name, Week one - for example. 
Utilising feedback
Ask the student if the notes are meeting their needs and be open to suggestion if they wish you to change the way you take notes. Don’t take it as criticism. Note taking styles are a matter of personal preference. Bear in mind that this may be the only record that the student has to refer back to of what was covered in class. 
It is a condition of this role that you will familiarise yourself with, and abide by –
The College’s Safety Regulations: Link to the College Safety Regulations 
The College’s Health and Safety Policies:  Link to the College Health and Safety Policies  and may we draw your attention to the college’s Policy on Bullying and Sexual Harassment details of which can be found on the following website: Link to the College’s Policy on Bullying and Sexual Harassment Details  
Please also be familiar with the College Code of Conduct for users of the Trinity College computing facilities: Link to the College Code of Conduct for users of the Trinity College Computing Facilities
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