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Introduction 
Conestoga College is committed to providing a safe and accessible environment for students 
with disabilities.   Accommodating disabilities at the College is a shared responsibility between 
students, faculty and administration.  The supports and services provided by Accessibility @ 
Conestoga will allow students to pursue a College education in a way that respects their dignity, 
encourages independence in their academic pursuits, and promotes full participation in the 
college community. 

Accommodations and services will enable the student to participate in everyday activities. They 
are based on the unique needs of the student and the course requirements, and are intended 
to:  

• Reduce or remove barriers to learning; 
• Enable students with disabilities to demonstrate their mastery of the course content; 
• Level the playing field for students with disabilities while maintaining the academic 

standards and objectives of the course and the College. 
 

Conestoga College recognizes that Computerized Note Takers (CNT) play an important role in 
the successful accommodations of students.  The CNT assists students who are hard-of-
hearing, deaf/Deaf, or deafened by documenting electronically on a computer in note form; 
conversations, lectures, presentations, or any verbal communications that occur during 
scheduled program hours. 
 

Ethics and Confidentiality 
Respect for the dignity of the student as an independent adult learner should be of paramount 
consideration at all times. The goal of the CNT is to maximize student potential and 
independence in preparation for academic and future employment success.  
 

• The student, not the CNT, has the right to make informed choices and give consent. It is 
the role of the CNT to support the student making their own decisions. 

• The CNT should never participate directly in class or group discussions other than to ask 
questions on clarification on course content for notes or on behalf of the student.   

• It is the responsibility of the Accessibility Advisor, not the CNT, to communicate with the 
Faculty concerning needed accommodations, supports, strategies, course selection, 
timetables, student progress, concerns and specific disability-related information.  Any 
concerns raised by Faculty to the CNT should be directed to the Advisor without 
engaging in the conversation. 
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• All information about CNT assignments is confidential, regardless of how insignificant it 
may seem.  The only information that can be shared would include course/class 
information to prepare a substitute CNT or to enlighten the Resource Coordinator of 
information pertaining to conflicts, difficulties or absences. 

• CNTs should communicate concerns directly to the student. For guidance, contact the 
Resource Coordinator as needed. 

 

Academic Integrity 
The CNT will uphold Conestoga College’s Academic Integrity Policy, which states that academic 
integrity is expected and required of all Conestoga students. Students are responsible and 
accountable for personally upholding that integrity and for maintaining control of their own 
work at all times so that breaches of this policy are less likely to occur. Academic dishonesty will 
not be tolerated and students found guilty in any way will be disciplined in accordance with this 
policy.  This policy applies to all students, full-time or part-time and to all clients of Conestoga 
College.  See the student guide or www.conestogac.on.ca for further elaboration on the policy. 
 

• The role of the CNT is to act as a scribe for the student in the classroom.  A scribe is an 
exact writing machine.  

• The CNT is a role that supports the individual student to develop independence in the 
post-secondary environment. The CNT should minimize any feelings of a vested interest 
in the student’s daily work, presentation of materials, or tests and should refrain from 
offering personal opinions, to influence or alter the student’s work.   

• The CNT cannot proctor their student’s exams. The student can access supports during 
testing through Accessibility Testing (2A137).  

Failure to follow any of the above mentioned guidelines could result in cancellation of your 
employment contract. 

  

http://www.conestogac.on.ca/
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Computerized Note Taker Qualifications  
The following list highlights the preferred criteria for a CNT to be considered for employment 
with Accessibility @ Conestoga. 

• Two to three year post-secondary diploma 
• Two years of note-taking or related experience (post-secondary setting preferred) 
• Demonstrated note taking skills at a rate of 65-70 words per minute or greater (a timed 

keyboarding test will be required) 
• Have competent Word Processing and related computer skills 
• Use of a personal laptop computer with Microsoft Office 2010 and regular access to 

internet required 
• Be able to sustain prolonged concentration and take accurate notes 
• Experience working with diverse populations, concentrating on individuals with some 

form of hearing loss 
• Knowledge and understanding of Deaf culture, is desirable 
• Awareness of the principles of adult education 
• Excellent spoken and written English language skills 
• Exceptional interpersonal communication skills and problem solving skills 
• Awareness of academic integrity and ethical guidelines in a post-secondary setting 
• Preference will be given to candidates with certification from the Association of 

Visual Language Interpreters of Canada (AVLIC) 

Professional Requirements  
• Demonstrate high degree of flexibility, maturity, patience and professionalism. 
• Be willing to communicate all college related communication to and for the students 

and faculty as needed. 
• Be familiar and comfortable with course content and materials. 
• Actively engage in continual upgrading of pertinent skills. 
• The CNT shall not advise, counsel or interject personal opinions verbally or in scribed 

notes. 
• The CNT’s relationship with the student in and outside the classroom must be 

professional. A friendly rapport may develop, but the CNT must guard against becoming 
a parent or pal in his/her interaction with the student.  

• Contact with the student should always be on-campus in a public area. Under no 
condition should the CNT accompany the student off campus.   

• Transportation should never be provided to or accepted from the student. 
• The CNT is expected to sign a Pledge of Confidentiality agreement annually and to 

maintain the strictest confidentiality and professional conduct when involved with and 
for any activity, student, faculty or administration at Conestoga College.  
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Role & Responsibilities  
The role of the CNT is to assists students who are hard-of-hearing, deaf/Deaf, or deafened 
by documenting electronically on a computer in note form; conversations, lectures, 
presentations, or any verbal communications that occur during scheduled program hours. 
The CNT will be provided all relevant details when they are assigned to a student(s). Staff are 
encouraged to ask the Resource Coordinator for clarification of accommodations, supports, 
roles, expectations and responsibilities as needed. The CNT staff will report to and have the 
Resource Coordinator as their point of contact, and the student will communicate primarily 
with their Accessibility Advisor.   

Duties 

This is a part-time contract position, up to 24 hours per week, working flexible and/or variable 
hours to correspond with student(s) schedule(s).  As a Computerized Note Taker (CNT) there 
may be a variety of possible service supports* provided:  

• Attend classes to document conversations, lectures, discussions and other 
activities occurring in scheduled program hours using a laptop computer. 

• Information recorded is not verbatim, but in the form of notes that includes main 
concepts, key points and terminology. Emphasize important points. If a student 
requires verbatim style note taking (everything recorded; main concepts, key 
terminology & joining words) other provisions, such as a team of 2 staff may need to 
be considered. 

• Listen closely to lectures to develop high quality, accurate notes. 
• Arrive 15 minutes early to setup and be ready to begin at the start of each class. 
• Ensure that the student and note taker have seating which has good visibility lines 

to the instructor, chalkboard/whiteboard and any other media used during class. 
• Include the course name, course code, instructor's name, CNTs name, date and page 

number at the top of each page of notes. Templates documents will be shared 
between the Resource Coordinator and the CNT team. 

• Share college email address with student for communication purposes. Use only 
Conestoga College student emails for forwarding notes. Please set your email 
to provide receipt confirmation. 

• Obtain lecture information, handouts etc. to help familiarize you with the information 
and specialized vocabulary. The Resource Coordinator will arrange for access to 
Conestoga’s Learning Management System (eConestoga) for the courses that you 
support student(s) in. The strictest confidentiality is expected when accessing this 
system for information on an as need basis only. 

• Record only verbal material, it is the student’s responsibility for notes off the 
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board, handouts, and other course material presented in class. 
• Provide a complete set of classroom notes to the student within 24 hours of the 

class.  
• CNTs are asked to keep a copy of all lectures notes recorded until the end of each 

semester. The Resource Coordinator may instruct the CNT to share these notes with 
another student registered with Accessibility @ Conestoga. 

• Never act as proctor for a test or exam for a student with whom you are assigned. 
• Contact the Resource Coordinator, Student Success Services if problems arise. 
• Monthly reports are to be submitted to the student’s Advisor with a copy sent to 

the Resource Coordinator. The report should be providing objective information to 
be reviewed by Accessibility @ Conestoga staff, noting a student has access to all 
file information if requested. The report should include information on the type and 
method of services provided, the student’s attendance if it affects your schedule of 
work and any barriers that have been identified in the process of supporting the 
student. 

 
*All service supports are provided at the level directed by the student.  

Expectations 
• When starting, introduce yourself discreetly to each instructor at the initial class. 

Provide copy of Deaf or Hard of Hearing Students - Best Practices for Accommodations 
(Appendix A) to faculty. Do not identify the student you are assigned to support.  

• Physical contact of any kind with a student or their possessions (i.e. books, wheelchair.) 
must be professional in nature and should be preceded by student request or student 
consent. Physical contact of an intimate nature is never acceptable for a CNT.  

• It is important for the CNT to set an example for the student by arriving early for class 
and returning from breaks on time.  

• The CNT should never participate directly in class or group discussions. Note taking 
during group work may or may not occur, based on student’s needs, to be discussed at 
the onset of services. 

• If the student starts to engage in conversation with the CNT in class, encourage them to 
direct their comments to the class.  Defer social chatting or personal scheduling until 
after class. 

• The CNT will use personal laptop computers in the position. 
• Contact the Resource Coordinator if there are questions or concerns.  
• Information regarding assignments, regular and amended, may need to be 

communicated to staff immediately or with a short turnaround time. The CNT is asked 
to have access to the internet to allow them to check their email messages each day 
before their work day begins and between classes if possible. There is no expectation 
nor is it acceptable for staff to check emails while attending a class.  

• Library Services and Computers FAQs 

http://www.conestogac.on.ca/lrc/contact/faq.jsp


8 | P a g e  
 

 

Cell Phone and Personal Business 
Responding to personal calls or texts during an assignment is not permitted. CNTs should take 
care of personal business at times other than when on assignment. Cellular phones with 
audible rings or beeps should be turned off. It is not acceptable to read books, newspapers, do 
personal writing or emails during or while working with the students at other times. 

Attendance/Cancellations 
• At the beginning of the academic semester/year, there are an established number of 

hours that the CNT is contracted to work with each student. This is a maximum number 
of 24 hours per week. For various reasons, the CNT may work more or less than this 
number at any time. A schedule is based on a student’s timetable and is not a 
guaranteed number of hours. Any additional hours will be assigned and approved by the 
Resource Coordinator.  

• The CNT, student and the Resource Coordinator will meet at the beginning of each term 
to set the schedule and discuss supports needed. 

• The CNT may request a meeting with the Resource Coordinator at any time to share 
concerns or clarify roles. 

• If the student is late without any prior explanation, the CNT will continue to record 
lecture notes for the entire class. If the student arrives late, the CNT will only provide 
notes for the time the student was in class.  If the student does not show up at all, the 
CNT will not send lecture notes, unless previously instructed to do so by the Resource 
Coordinator. 

• If the student provides 48 hours’ notice they will not be attending class, the CNT will not 
attend class and will not record any hours for this time.  

• Every attempt will be made to notify the CNT of cancellations of a class 48 hours in 
advance. Students will be asked to provide 48 hours’ notice if at all possible for any 
change to their attendance.  

• If a class is rescheduled the CNT will request a replacement, if unavailable for the 
day/time that class has been rescheduled.  

• In the event of illness or an unplanned event (i.e. car trouble), it is the CNT’s 
responsibility to inform the Resource Coordinator to find a replacement as soon as 
possible. Contact the Resource Coordinator (ext. 2802) or immediately speak to a 
person in the Accessibility Front Office (ext. 3232). Every attempt will be made to alert 
the student of staffing absences or making other arrangements.  
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Substitution 
In the event of absence, CNTs are responsible for finding a replacement from the Conestoga 
College approve list. The student and the Resource Coordinator must be notified of the 
absence, preferably two working days in advance.  Once a replacement has been found, the 
CNT is expected to complete the Substitution Form, email to both the staff who is substituting 
and the Resource Coordinator. CNTs will be provided annually with a current contact list of 
Conestoga College Classroom Assistants.   

Health and Safety 
• Review emergency evacuation, fire and Health & Safety procedures annually. The 

purpose and usage of Emergency Evacuation Zones will be reviewed with you by the 
Resource Coordinator and can be referenced in the Employee Handbook and on the 
College website. Please prioritize any questions or concerns you may have directly with 
the Resource Coordinator or Accessibility Advisor.  

• Students who request or require it will have an individualized safety plan developed 
with Security Services. Please see Resource Coordinator for details if you have any 
questions.  

• Take a 10 minute break for every hour of service, this should be arranged ahead of time 
with the student and faculty where possible. 

• Staff are entitled to and encouraged to take a 30 minute break (unpaid) after 5 hours of 
work.  When the break is taken is at the discretion of the student’s and CNT’s schedules.  

• Generally, CNTs should provide active note taking services for a maximum of 5 hours per 
day.  This will be considerate of the nature of class, scheduled breaks and complexity of 
course content. 

• Should an injury occur during work hours, contact Security immediately.  Then, follow 
up with the Resource Coordinator.   All accidents and injuries must be reported to the  
Operations Manager as soon as possible, after appropriate care has been provided.   

• The CNT must follow all safety guidelines for the area they are working in.  Review 
Personal Protective Equipment (PPE) policy and procedure, sign Acknowledgment Form 
and return to Resource Coordinator. 

• If Personal Protection Equipment is required, it is the responsibility of the staff person to 
supply for their own use.  Equipment must be worn where applicable.  Failure to do so 
will result in no access to or being asked to leave the classroom setting, which may 
affect the continuation your employment contract.  
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Hours of Work & Timesheets 
• New staff will be notified of their contract and asked to approve it to have access to the 

Employee Portal. Contract notification, log-in access and college staff email address will 
be sent to your personal email address.   

• An accurate sign in sheet with your job title, your name, student’s name, number of 
hours and weekly date range must be submitted to the Resource Coordinator at the end 
of each week.  You are also responsible to submit your hours electronically on the 
Employee Portal (daily or weekly-your choice). 

• Time recorded is based on actual hours worked in a day (billed in .25 hr. increments plus 
a possible daily meeting or set-up with the student of .25 hrs. once daily).  

• A 2 hour minimum daily time record applies for all days scheduled (e.g. if you are 
scheduled or support a student for 2 hrs. or less).  

• A 3 hour maximum can be recorded for cancellations without 48 hours’ notice for 
classes 3 hours or more in length.  A maximum of 2 hours can be recorded for classes 2 
hours or less. If the student attends other classes, you may bill accordingly.  

• Payroll is bi-weekly and is paid 2 weeks in arrears.  Note: At the beginning of a semester 
or a contract start it will take approximately 1 month before the first pay is received. 

• A CNT is not paid when classes are not scheduled, including Student Success week(s), 
college closures, exam week and periods between semesters. 

•  A CNT will be paid for statutory holidays that fall within the dates of their contract. 
Note:  Human Resources will use a formula to calculate this holiday pay.  No hours need 
to be entered into the portal.  

• A CNT is entitled to take a total of 2 days of paid leave and 8 days of unpaid leave each 
calendar year.  A Leave of Absence form needs to be completed to seek the paid leave 
days. The request will be evaluated and confirmed or denied by Human Resources. 
Submit the Leave of Absence form to the Resource Coordinator. 

• For special circumstances only, the student may request extended hours to work with 
their CNT. This request must be made verbally or by e-mail to the Resource Coordinator 
and the Advisor two weeks in advance of the date requested and must include rationale 
for extra hours.  

• A CNT needs the approval of the Resource Coordinator before changing their weekly 
schedule. 
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Orientation & Training  
New and returning CNTs will receive annual orientation regarding pertinent policy and 
procedure updates of the College. Updates that occur during the semester/year will be 
communicated to the Support Staff team through email and in person when required and 
where possible. Staff members are encouraged to contact the Resource Coordinator if further 
support, clarification, and/or resources are needed to perform the role.  

Evaluation Process 
Feedback will be requested by the Resource Coordinator from the student and the CNTs once a 
semester either verbally or in writing. 
 
A meeting may be convened between the CNT, student, Resource Coordinator and Accessibility 
Advisor when services are not meeting the needs of the student. 
 
Further feedback is welcome at any time by contacting the Operations Manager or via 
Accessibility @ Conestoga Feedback on the Conestoga College website Accessibility Services 
Feedback. 
 
 

Conflict Resolution 
If the student or CNT experiences difficulties or concerns, either party are encouraged to 
resolve the conflict by taking the following steps: 

 
1. Address concerns with the student or CNT as difficulties occur.  
2. Student may contact their Advisor, the CNT and the Resource Coordinator if further 

conversation or a personal meeting may be required to assist with problem-solving.  
3. Arrange a meeting with the Operations Manager if further action is required.  
4. Student may request another CNT if the student/staff match is not beneficial to the 

student’s learning success.  Accessibility @ Conestoga will require reasonable time to 
resource another CNT. The CNT staff will be reassigned if work is available.  

*If a student or CNT encounters any difficulty with faculty or the classroom set up, they 
should request a meeting with the student’s Advisor as it occurs or becomes a barrier.  

  

http://www.conestogac.on.ca/accessibility-services/contactinfo
http://www.conestogac.on.ca/accessibility-services/contactinfo
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Appendix A 

 

Students Who Are Deaf or Hard of Hearing – Best 
Practices for Accommodations 

AT THE BEGINNING OF EACH SEMESTER, Sign Language Interpreters or Computerized Note 
Takers will arrive to class a few minutes early and discretely introduce themselves and explain 
their role in the classroom.  
 
SIGN LANGUAGE INTERPRETERS will position themselves close to the instructor, the board 
and/or multi-media equipment to provide the clearest line of sight and enhance learning for 
students who are Deaf or hard of hearing. An interpreter is responsible for interpreting English 
into American Sign Language and vice versa. Due to the interpreting process, responses and 
questions from students who are Deaf or hard of hearing may have a slight delay. 

COMPUTERIZED NOTE TAKERS will position themselves near the front of the class and may 
require access to an electrical outlet. The role of a note taker is to electronically document all 
verbal communication during scheduled class and program hours. The student may choose to 
sit with the note taker and read off their screen. The note taker will provide electronic copies of 
the notes within 24 hrs. of each class to the identified student only.  

General Considerations for Students Accessing This Service 

COMMUNICATION Make eye contact and speak directly to students that are Deaf or hard of hearing 
as you would any other student. The interpreter is simply there to facilitate the conversation.  

ACCESS TO LEARNING MATERIALS It is important that interpreters and note takers have access to 
learning materials ahead of time to allow them time to prepare so they can convey the message clearly.  

ALLOW FOR BREAKS Interpreting and note taking are mentally and physically strenuous tasks. Service 
providers require a 10 minute break every 50 minutes. These breaks need to be integrated into each 
class so Deaf and hard of hearing students do not miss any information.  

CLOSED CAPTION POLICY Ensure that all videos being shown in the classroom or on eConestoga 
are closed captioned. Always turn the captioning on. To get media captioned contact Jennevie 
Orio-Bebel ext.2808. 
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Appendix B 

 
 
Information for Students Who Use Computerized Note Takers 

Responsibilities of Students with disabilities: 

As an adult learner, you are responsible for your education and also have the right to a “level 
playing field” for academic success.   Here are some steps outlining your rights and 
responsibilities. 
 
You have the right: 

• To be treated and supported in an equitable way. 
• To receive support appropriate for your needs.   If a CNT is not the right match for your 

learning needs, you may request another CNT.  A minimum of two weeks will be 
required for the Resource Coordinator to find a replacement.  It is important that you 
communicate the reasons for your dissatisfaction with a CNT to your Accessibility 
Advisor. 

 
You have the responsibility to: 

• Consult with your Accessibility Advisor on any academic concerns. 
• Be responsible for own self-advocacy i.e. right to make informed choices and give 

consent. 
• Negotiate accommodations with Accessibility Advisor. 
• Consult with your Accessibility Advisor prior to semester start and agree upon level of 

service delivery. 
• You are advised to meet with your CNT prior to semester start in order to identify your 

language preference and style of delivery. 
• Be reliable and punctual for all classes, exams and scheduled appointments. 
• Inform the CNT as soon as possible, if unable to make scheduled hours.  Reasonable 

notice is 48 hours unless due to illness. 
• If you are absent three times, without required notice given, a meeting will be called 

between the Resource Coordinator, your Advisor and yourself to review expectations 
for receiving services. 

• Address specific concern about this service with CNT directly.  If your concern is not 
resolved, follow up with your Accessibility Advisor and Resource Coordinator. 
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