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WELCOME  
In conjunction with the overall mission of EIU, The Office of Accessibility & 
Accommodations (A&A) is committed to facilitating the provision of equal access and 
opportunity to all campus programs and services for students with disabilities. 

A&A collaborates with students with documented disabilities to determine reasonable 
classroom accommodations, auxiliary aids, and support services that are individualized 
and based upon disability documentation, functional limitations, and a collaborative 
assessment of needs. Students are encouraged to use advocacy skills to facilitate the 
provision of authorized accommodations specific to class needs and personal 
preference. Eastern may not be able to meet all personal preference requests but 
does provide reasonable accommodations, auxiliary aids, and services pertaining to 
housing and academics. Accommodations align with Section 504 of the Rehabilitation 
Act, The Americans with Disabilities Act, and 2008 amendments.  

Note: Eastern does not provide personal assistance or equipment, i.e., homework 
assistance, typing, personal laptops, or personal aids, etc. This office does not 
accommodate for campus architecture/access (we are happy to note concerns and 
send those concerns to facilities). 

The ADA defines a person with a disability as a person who has a physical or mental 
impairment that substantially limits one or more of the major life activities, has a 
record of such an impairment, or is regarded as having an impairment. 

A major life activity includes: 

Walking 

Seeing 

Speaking 

Hearing 

Breathing 

Learning 

Working 

Sleeping 

Caring for one’s self 

Performing manual tasks 
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The ADA also covers bodily functions including immune system, normal cell growth, 
digestive, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine and 
reproductive functions. 

A&A requests, reviews, and maintains disability-related documents, determines 
eligibility for services, and develops plans for reasonable accommodations for 
students. 

Effective communication between faculty, students, and A&A staff plays a crucial role 
in appropriately providing accommodations.  

Students who are registered with the A&A and have approved accommodations will 
provide documentation of disability to A&A, meet with the Director of A&A to discuss 
appropriate, reasonable accommodation for the University setting as well as discuss 
any potential conflicts between requested accommodations and essential components 
of a class, program or college.  

• Students will send their letters to their instructors via electronic data base. The 
database will send an email to the instructor with the letter attached. The email 
will contain the course and section number the student is sending the letter for. 
It will also contain a section where the student can add an optional note to the 
instructor to request an appointment or anything else the student wishes to 
communicate to you. 

• Students will follow up with instructors during office hours to begin to build a 
rapport and to allow their instructors to put a face to a name.  

• Students who feel they may need course specific supports beyond their noted 
accommodations will speak directly with their instructor regarding their request.  
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FACULTY AND STAFF START WITH UNIVERSAL DESIGN 
FOR LEARNING 
Universal design in education involves using a variety of methods or strategies in 
teaching as well as in assessment.” By applying universal design concepts, you may 
effectively reach and actively engage all students, including those with disabilities” 
(Faculty Guide to Accommodation Students with Disabilities, p. 14, Kutztown.edu). 

SOME STRATEGIES FOR UNIVERSAL COURSE DESIGN 
• Include a statement on your syllabus that invites students to meet with you to 

discuss disability-related accommodations and other learning needs. 
• Utilize multiple methods to deliver content (including lecture, discussion, hands-

on activities, web-based interaction, and fieldwork) to engage all learners. 
• Use examples that appeal to a variety of students with respect to race, age, 

gender, and disability. 
• Provide printed or web-based materials which summarize content that is 

delivered orally. 
• Face the class and speak clearly. 
• Use only captioned videos and ensure PowerPoint presentations and web 

pages are accessible (provide text descriptions for any graphics or photos). 
• Provide printed materials in accessible electronic format. 
• Provide printed materials early or post to D2L so students can access the 

materials in alternate formats before class. 
• Provide multiple ways for students to demonstrate knowledge and mastery of 

course content. (Kutztown.edu) 
• Second – work with your Chairs/Deans to ensure all courses include a statement 

of Functional Expectations “In order to successful complete this course students 
must be able to x, y, z”.  

• Take time to review letters of accommodation and if you have any questions 
about an accommodation, reach out to A&A.  

TIPS FOR EFFECTIVE COMMUNICATION 
1. Give students the opportunity to privately discuss with you their need for 

accommodations. If a student catches you in a space that does not allow for a 
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confidential conversation, suggest that you meet in your office, in an empty 
classroom, or remotely. It is okay to schedule an appointment to meet at a 
better time or location/platform. (If you choose to do the latter, please follow 
up with the student. It can be difficult for some students to muster the courage 
to seek you out initially, much less twice).  

2. Encourage students to discuss their strengths and weaknesses as they relate to 
your course. 

3. Students are not required to disclose their disability and by law you are not 
permitted to ask. 

4. Remember that not all students or disabilities are the same. Therefore, not all 
accommodations work for every student/disability category.  

5. Most reasonable accommodations are easy to arrange. Discuss with your 
students how you will implement their accommodation plan (how, when, 
where). Invite the students to make suggestions based on their experiences in 
other courses. You can always choose to do more than the letter states to assist 
a student, just not less. For example, you have a student who has done well in 
your class, attends regularly and contributes positively. This student experiences 
a death in their family and needs to travel out of state for a funeral. You can 
choose to show grace in your attendance policy and accept late work, even if 
the accommodation letter does not include these things.  

6. Keep in mind that some students are self-advocating for the very first time. 
Please be patient and helpful as the student explains their need for 
accommodations. 

NAVIGATING SOME OF THE MOST COMMON 
ACCOMMODATIONS 

TESTING 
There are a multitude of conditions that may require a student to have 
accommodations for testing. These may include: Extended time to take the test, 
Alternate Location, Test Reader, No Scantron, or a combination of any of these.  



 
 

8 
 

For tips on utilizing the Testing Accommodation Center (TAC) please follow this link: 
https://www.eiu.edu/accommodations/testingaccommodationcenter.php. Please note 
that TAC does require a 48 hour notice for testing.  

For additional information regarding testing using D2L: 
https://www.eiu.edu/accommodations/onlinetestingaccoms.php  

TESTING ACCOMMODATION CENTER 
The Testing Accommodation Center (TAC) housed in The Office of Accessibility & 
Accommodations accepts faculty requests to proctor tests, quizzes and exams for 
students with test accommodations. If a student in your class has talked to you about a 
testing accommodation and given you a letter from our office, you may want to ask us 
to proctor exams and provide testing accommodations. You may continue to do this 
yourself as well.  

Location: McAfee 1214 
Phone: 217-581-6583  
Email: Sdstac@eiu.edu 

Test request procedure: 
1. Instructor submits test request through the online submission form 

(https://www.eiu.edu/apps/disability-services).  
a. Tests may be scheduled within the following times (Hours subject to 

change): Monday-Friday, 8:30 am - 4:00 pm. 
b. The test request must be received by TAC 48 business hours’ in advance 

to schedule the exam.  
c. The exam document must be uploaded/delivered no later than 8 am the 

day before the student’s scheduled alternate exam time. 
d. When the above notice is given, the student will be offered the same 

date/time as the classroom exam to take the test. If the student is not 
able to schedule on that day/time, TAC will ask the student for their class 
schedule to show that they have class conflicts. If a class conflict is 
shown, the test will be scheduled the following day. If the student is not 
able to schedule on one of those days, TAC will contact the faculty 
member for further instruction. 

https://www.eiu.edu/accommodations/testingaccommodationcenter.php
https://www.eiu.edu/accommodations/onlinetestingaccoms.php
https://www.eiu.edu/apps/disability-services
https://www.eiu.edu/apps/disability-services
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e. If the faculty member does not want the test scheduled during the 
classroom exam, please email us. 

2. TAC contacts the student to schedule exam date and time. 
3. Instructor is notified by email of the date and time the student will be testing, as 

well as the status (completed, rescheduled, canceled). 
4. Student takes exam. 
5. Exam is returned following directions given to us by instructor. Return options 

are as follows: 
a. Scantrons: TAC will hand deliver the alternate exam scantron to the 

Office of Testing and Evaluation unless otherwise requested by the 
instructor. OTE will hold your class scantrons until the alternate exam is 
completed and combine it with the rest of the class before it is graded.  

b. Instructor Pickup Only: Pickup in McAfee 1214 
c. Instructor Designee (No Undergraduates) 
d. Scanned and emailed to instructor. Original returned via campus mail in 

sealed envelope: Please note that pencil does not always scan well and 
may not be readable. Campus mail takes 2-3 business days. 

e. Scanned and emailed to instructor. Original to be picked up by 
instructor/staff only (please note that pencil does not always scan well 
and may not be readable). Pickup in McAfee 1214. 

f. Returned via campus mail in sealed envelope: Campus mail takes 2-3 
business days. 

TAC FAQs 
My student is not showing up in my class list. Check to see that you have chosen the 
correct course AND section number. If they still don’t show up, please email us. 

What are my options for delivering the exam? Exam documents can be uploaded 
electronically or delivered in person. If the student requires a test reader, the 
document must be a PDF or Word document. 

I have multiple students. Can I just send the exam once? If you are scheduling multiple 
students for the same class, please upload the exam document with each student. We 
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have limited staff for TAC and this is how we ensure that the correct test is provided to 
the correct student. 

My document won’t upload, help! If you have difficulty uploading a document, please 
call or email us and we’ll work with you to get the document to us.  

ACCESSIBLE DIGITAL MATERIALS 
Digital materials posted or linked in an online course should utilize the principles of 
Universal Design for Learning (UDL) and reflect a commitment to accessibility, 
ensuring all learners can access all course content and activities and can easily navigate 
and interact with course components. 

Accessible Text and Image Guidelines 
Text and images used in an online course should be accessible to all learners. The use 
of Universal Design for Learning (UDL) guidelines regarding text and images reduces 
barriers to access so all learners can interact with course content. 

Note: All recommendations listed below refer to text and images in all files, 
documents, LMS pages, and webpages. 

Images: All images that convey meaning must include Alt text. The alt text provides 
the content in an alternative text-based format which can be read aloud by a screen 
reader. If an image is merely decorative (non-essential to understanding the content 
and purpose), it should be marked as decorative, and the Alt text is left empty or null.  

Tables: All tables should be set up as text and not embedded as images. Tables 
should not be presented as screen captures. Tables should be set up with headings for 
columns and rows and used only for summarizing data, not for formatting. Tables 
should have captions, alt-text or alt-tags, and be formatted so that headings repeat.  

Headings: Titles, headings, etc. should be formatted using styles (Heading 1, Heading 
2, etc.) found in the word processing software (such as Word) or in the formatting 
toolbar on webpages. Do not merely utilize a larger or bold or italic font. A logical 
heading hierarchy should be used to show the relationship between main headings 
and subheadings. 
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Lists: Lists should be bulleted (unordered) or numbered (ordered) and convey a 
hierarchical content structure.  

PDF Files: PDF files that contain text must not be image scans. All text contained in 
PDF files should be selectable and searchable. (See Appendix A) 

Color: Text colors alone should not be relied on to convey meaning. The meaning 
should also be conveyed in another way that does not require perceiving different 
colors. For example, if the colors red and blue were removed from the list below, the 
members of teams, Tiger and Cardinal, can still be deciphered. 

Michael (Tiger) 

Ryan (Tiger) 

Julie (Cardinal) 

Kim (Cardinal) 

Underlined Text: Text should NOT be underlined unless the text is a hyperlink. 
Underlining is reserved to indicate navigation. 

Creating Accessible Microsoft Word Documents 
Whether you are creating a Word document or publishing a PDF that started in Word, 
it is best to ensure that the original Word document is accessible when you create it or 
edit the document for accessibility before publishing as a PDF. It is also best to save a 
copy of the document in Word before exporting it to PDF. 

Resources: 
• Word Accessibility Quick Tips (Illinois Department of Human Services 

https://www.dhs.state.il.us/page.aspx?item=36443)  

Creating Accessible Microsoft PowerPoint Presentations 
Whether you are creating a PowerPoint presentation or publishing a PDF that started 
in PowerPoint, it is best to ensure that the original PowerPoint presentation is 
accessible when you create it or edit the presentation for accessibility before 
publishing as a PDF. 

https://www.dhs.state.il.us/page.aspx?item=36443
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Resources: 
• Make Your PowerPoint Presentations Accessible (Microsoft 

https://support.microsoft.com/en-us/office/make-your-powerpoint-
presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-
dae3b2b3ef25)  

• PowerPoint Accessibility (WebAIM https://webaim.org/techniques/powerpoint/)  

Creating Accessible Microsoft Excel Spreadsheets: 
Whether you are creating an Excel spreadsheet or publishing a PDF that started in 
Excel, it is best to ensure that the original Excel file is accessible when you create it or 
edit the file for accessibility before publishing as a PDF. 

Resources:  
• Make Your Excel Documents Accessible (Microsoft 

https://support.microsoft.com/en-us/office/make-your-excel-documents-
accessible-to-people-with-disabilities-6cc05fc5-1314-48b5-8eb3-
683e49b3e593) 

• MS Excel: Optimizing Spreadsheet Accessibility (WebAIM 
https://webaim.org/techniques/excel/) 

Creating Accessible PDF Files: 
If publishing a document as a PDF file such as a Word document or a PowerPoint 
presentation, it is best to ensure that the original file is accessible when you create it 
or edit the file for accessibility before publishing as a PDF. Additional remediation 
using Adobe Acrobat may be needed. PDF files must not be image scans. All text 
contained in PDF files should be selectable and searchable. Optical Character 
Recognition (OCR) in Adobe Acrobat can be used on some scanned documents (see 
Appendix A). 

Resources: 
• PDF Files: Accessibility Best Practices (CITL, University of Illinois 

https://citl.illinois.edu/docs/default-source/default-document-library/making-
pdfs-accessible.pdf) 

• PDF Accessibility (WebAIM https://webaim.org/techniques/acrobat/) 

https://support.microsoft.com/en-us/office/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25
https://webaim.org/techniques/powerpoint/
https://support.microsoft.com/en-us/office/make-your-excel-documents-accessible-to-people-with-disabilities-6cc05fc5-1314-48b5-8eb3-683e49b3e593#Picktab=Windows
https://webaim.org/techniques/excel/
https://citl.illinois.edu/docs/default-source/default-document-library/making-pdfs-accessible.pdf?sfvrsn=0
https://webaim.org/techniques/acrobat/
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• Creating Accessible PDFs (Section508.gov 
https://www.section508.gov/create/pdfs/) 

• Create Accessible PDFs in Word (Microsoft https://support.microsoft.com/en-
us/office/create-accessible-pdfs-064625e0-56ea-4e16-ad71-3aa33bb4b7ed) 

• Creating PDFs From Scans (University of Washington 
https://www.washington.edu/accessibility/documents/scans/) 

Accessible Text and Images in D2L Brightspace 
Resources: 

• How to add Alt Text to images in D2L 
(https://documentation.brightspace.com/EN/le/content/instructor/about_access
ible_courses_course_content.htm?Highlight=accessibility) 

• Alt Text for Images in D2L Brightspace 
(https://community.brightspace.com/s/article/Alt-Text-for-Web-Page-Images) 

• Accessible Course Content including Tips when creating HTML content in D2L 
(https://documentation.brightspace.com/EN/le/content/instructor/about_access
ible_courses_course_content.htm?Highlight=accessibility) 

• Accessibility Features for Screen Readers in D2L 
(https://documentation.brightspace.com/EN/le/-
/learner/accessibility_features_for_screen_readers.htm) 

• Improve Accessibility in Your D2L Brightspace Course: Color Contrast Checker 
and Table Formatting (https://community.brightspace.com/s/article/Three-
More-Ways-to-Improve-Accessibility-in-your-Brightspace-Courses) 

• D2L Brightspace Accessibility Checker 
(https://documentation.brightspace.com/EN/le/html_editor/instructor/use_acce
ssibility_checker.htm) 

Accessible Multimedia Guidelines 
Multimedia, such as audio and video, must be accessible to all learners. Universal 
Design for Learning (UDL) guidelines regarding multimedia address reducing barriers 
to access so all learners can interact with course content. All audio in an online course 
should have a transcript and all video should have closed captioning. 

• Audio: A transcript should be provided for all audio recordings. 

https://www.section508.gov/create/pdfs/
https://support.microsoft.com/en-us/office/create-accessible-pdfs-064625e0-56ea-4e16-ad71-3aa33bb4b7ed
https://www.washington.edu/accessibility/documents/scans/
https://documentation.brightspace.com/EN/le/content/instructor/about_accessible_courses_course_content.htm?Highlight=accessibility
https://community.brightspace.com/s/article/Alt-Text-for-Web-Page-Images
https://documentation.brightspace.com/EN/le/content/instructor/about_accessible_courses_course_content.htm?Highlight=accessibility
https://documentation.brightspace.com/EN/le/-/learner/accessibility_features_for_screen_readers.htm?tocpath=Get%20started%7CAccessibility%20and%20navigation%7C_____3
https://community.brightspace.com/s/article/Three-More-Ways-to-Improve-Accessibility-in-your-Brightspace-Courses
https://documentation.brightspace.com/EN/le/html_editor/instructor/use_accessibility_checker.htm?Highlight=accessibility%20checker
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• Video: Provide closed captioning for all video recordings. 

Creating Accessible Multimedia: With advances in technology, transcripts and closed 
captioning can easily be automatically generated for audio and video files. The 
transcripts can also be easily edited for accuracy if needed. 

Note:  Video files should not be uploaded to D2L.  Video files should be uploaded 
to Kaltura then linked in D2L. 

Resources: 
• Captions, Transcripts, and Audio Descriptions (WebAIM 

https://webaim.org/techniques/captions/) 
• Kaltura: How to Request and Edit Captions in Kaltura 

(https://www.eiu.edu/kalturasolutions/caption.php) 
• Zoom: How to Enable Automatic Audio Transcription (Closed Captioning) for 

Cloud Recordings in Zoom (https://support.zoom.us/hc/en-
us/articles/4409311220621-Enabling-or-disabling-audio-transcription-for-cloud-
recordings-) 

• Zoom: How to View or Edit Audio Transcription for Cloud Recordings in Zoom 
(https://support.zoom.us/hc/en-us/articles/115004794983-Audio-transcription-
for-cloud-recordings) 

Accessibility Checklist for Online Course Development 
• Accessibility Checklist for Online Course Development by Becky Menendez 

(Instructional Design & Online Learning, Community College of Baltimore 
County) 

ALTERNATE TEXTBOOK MATERIALS 
Alternative textbooks are an accommodation for students with visual limitations, 
learning disabilities, or other cognitive or physical limitations that significantly affect 
the ability to read and/or comprehend print material. Students will receive this support 
via A&A.  

https://www.eiu.edu/kalturasolutions/
https://webaim.org/techniques/captions/
https://www.eiu.edu/kalturasolutions/caption.php
https://support.zoom.us/hc/en-us/articles/4409311220621-Enabling-or-disabling-audio-transcription-for-cloud-recordings-
https://support.zoom.us/hc/en-us/articles/4409311220621-Enabling-or-disabling-audio-transcription-for-cloud-recordings-
https://support.zoom.us/hc/en-us/articles/115004794983-Audio-transcription-for-cloud-recordings
https://www.eiu.edu/fdic/docs/Accessibility-Checklist-for-Online-Course-Development.pdf
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 ASL INTERPRETERS/CART SERVICES 
ASL Interpreters and CART services are accommodations approved for students who 
are deaf or hard of hearing in order to provide equal access to lecture content. A&A 
contracts with an outside vendor to provide these services. 

Interpreter/Cart Sample Email 
When A&A knows of this need, you will receive an email from our office outlining 
information and expectations. See sample email. 

Subject: Accessibility & Accommodations: Confidential Deaf/HoH Student in 
Upcoming Course 

Hi Professor Kammerling,  

Our office organizes services for students who are deaf or hard of hearing. You 
have a student, STUDENT NAME, who is Hard of Hearing, registered for your 
COURSE NAME – COURSE NUMBER – SECTION NUMBER class. We will be 
scheduling Remote CART services (explained below) for the Fall 2022 semester 
for Face-to-Face classes. Online classes will use automated live captioning as 
explained below. In addition, this student will also need closed captioning for 
all videos and audio for class (details below). If there are any questions we can 
answer, please feel free to discuss with the student or contact us. Also, here are 
some helpful guidelines for teaching deaf and hard of hearing students: 
https://www.eiu.edu/accommodations/GuidelinesforTeachingDeafHoHstudents.
pdf 

Please respond to this email and let me know the following: 

1. Is the course information below correct? 
2. Are there any dates that the class will not be meeting in person? (We will 

cancel remote CART for those sessions. Please notify us throughout the 
semester ASAP when class will not be meeting in person.) 

Our records indicate that the class is:  

Course Delivery: Face-to-Face 
Meeting Times: TR, 11 am - 12:15 pm 

https://www.eiu.edu/disability/GuidelinesforTeachingDeafHoHstudents.pdf
https://www.eiu.edu/disability/GuidelinesforTeachingDeafHoHstudents.pdf
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FOR FACE TO FACE CLASSES: 

What is the instructor’s role?  

• The student will provide you with a lapel microphone to wear at the 
beginning of each class when these services are needed. Please clip it to 
your shirt and return it at the end of class. It is important that you clip it 
on your shirt so that the captioner can hear you clearly. The student is 
responsible for making sure the mic is disinfected, charged, turned on 
and ready to go. 

• Notifying The Office of Accessibility & Accommodations when a class 
session is cancelled or otherwise will not be meeting in person. We need 
48 business hours’ notice to cancel CART without being billed for it. If 
you know in advance that class will be cancelled, let our office know 
immediately so we can cancel without being billed. Of course, if it’s an 
illness, emergency, or something else out of your control, we understand 
and wouldn’t expect you to be able to give advanced notice, but DO 
please us notification as soon as possible. 

Please note these common situations: 

• For student questions and anytime anything is spoken off microphone, it 
is very important that you repeat what is spoken into the microphone so 
that the student can catch all the information. The captioner will not be 
able to hear anything not spoken directly into the microphone.  

• For any presentations given by anyone other than you, please pass the 
mic to the presentation speaker. 

• If there is small group work, the students in the group may need to pass 
the microphone around so that the captioner can capture the discussion 
if the student feels it is necessary. These situations are the most 
challenging ones for everyone involved. The background noise makes it 
extremely difficult for the student to hear. If the course is designed to 
have daily small group discussions, or if the class is completely discussion 
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based, please contact me so we can find solutions and provide the 
appropriate microphone for the situation. 

See below for more information about remote CART. 

CLOSED CAPTIONING: 

In addition, this student will also need closed captioning for all videos and audio 
for class. (You should have received notification of this already through our 
automated system that notifies instructors as soon as the student registers for 
courses.) You can caption your own lectures using the instructions below or 
contact your ISS for additional help: 

• If you use YouTube videos many professional videos have great closed 
captioning (things like news stations, documentaries, etc.). However, 
please note that many times, creators on YouTube use the automated 
captions on their videos without confirming that they are accurate. If they 
don’t edit them for accuracy, the video will not meet ADA requirements.  

• Using Microsoft Streams to Caption: 
https://www.eiu.edu/kalturasolutions/stream.php 

• For assistance with captioning or other accommodations, please contact 
your Instructional Support Specialist for support or the Help Desk at EIU 
Technology Support techsupport@eiu.edu. 

FOR ONLINE AND HYBRID CLASSES WITH SYNCHRONOUS (LIVE) 
COMPONENTS: 

We will be using the built-in automated captioning for sessions delivered live 
through Zoom or MS Teams. If you need assistance, please contact your 
instruction support specialist at ticket_iss@eiu.edu. 

• Zoom – https://support.zoom.us/hc/en-us/articles/207279736-Enabling-
and-managing-closed-captioning-and-live-transcription 

• Teams - https://support.microsoft.com/en-us/office/use-live-captions-in-
a-teams-meeting-4be2d304-f675-4b57-8347-cbd000a21260  

FURTHER INFORMATION ABOUT CART: 

https://www.eiu.edu/kalturasolutions/stream.php
mailto:techsupport@eiu.edu
mailto:ticket_iss@eiu.edu
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.zoom.us%2Fhc%2Fen-us%2Farticles%2F207279736-Enabling-and-managing-closed-captioning-and-live-transcription&data=04%7C01%7Cjwalters%40eiu.edu%7Ced243405302e4f8f945808d9b8e9af2f%7C616ae5455db648ed9651732703b94552%7C0%7C0%7C637744136064872685%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=S0dmHOsTEWz6jJsWq5ViRR4%2BrQGjrRmujVkbre0%2BjQk%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.zoom.us%2Fhc%2Fen-us%2Farticles%2F207279736-Enabling-and-managing-closed-captioning-and-live-transcription&data=04%7C01%7Cjwalters%40eiu.edu%7Ced243405302e4f8f945808d9b8e9af2f%7C616ae5455db648ed9651732703b94552%7C0%7C0%7C637744136064872685%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=S0dmHOsTEWz6jJsWq5ViRR4%2BrQGjrRmujVkbre0%2BjQk%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.microsoft.com%2Fen-us%2Foffice%2Fuse-live-captions-in-a-teams-meeting-4be2d304-f675-4b57-8347-cbd000a21260&data=04%7C01%7Cjwalters%40eiu.edu%7Ced243405302e4f8f945808d9b8e9af2f%7C616ae5455db648ed9651732703b94552%7C0%7C0%7C637744136064882681%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=dbW5FGUneXVLbFkuCcp25V%2Ff4U8RQUiT3SxK8UVAA%2Fw%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.microsoft.com%2Fen-us%2Foffice%2Fuse-live-captions-in-a-teams-meeting-4be2d304-f675-4b57-8347-cbd000a21260&data=04%7C01%7Cjwalters%40eiu.edu%7Ced243405302e4f8f945808d9b8e9af2f%7C616ae5455db648ed9651732703b94552%7C0%7C0%7C637744136064882681%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=dbW5FGUneXVLbFkuCcp25V%2Ff4U8RQUiT3SxK8UVAA%2Fw%3D&reserved=0
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Captioners Code of Professional Ethics: 
https://www.eiu.edu/accommodations/CaptionersCodeofProfessionalEthicsforE
ducation.pdf 

What is Remote CART? Audio of your lecture is transmitted to a “captioner” 
(sometimes also called a “writer”) off campus, who instantly translates the audio 
into text using a stenotype machine (just like court reporting but for the 
educational setting). The student then uses an iPad or computer to see real 
time text of your lecture scrolling across the screen. The audio is NOT 
recorded. The captioner is listening live. In addition to the live text, the student 
does receive a written transcript after the lecture. 

CART is sometimes referred to as captioning or remote captioning, however, it 
is not the same as closed captioning. Closed captioning is for videos and 
broadcast programming. 

What if I don’t think this course will work with this service? Please contact us 
immediately so we can find a workable solution. 

Communication with the Remote CART company: 

We use an outside company to provide this service. Due to our rural location, it 
is difficult for us to locate local service providers. AI-Media is EIU’s contracted 
vendor. They organize and assign captioners. Please be aware that a 
representative from AI-Media and the assigned captioner may contact you to 
request class materials from you or to just to introduce themselves. 

D2L and Course Materials: The captioner assigned to the class session may be 
added to D2L for your class. Captioners do prepare for each session by reading 
through the course materials. It is important for them to familiarize themselves 
with terminology and understand the vocabulary of the subject matter. If they 
are unable to find what they need on D2L, or if you don’t use D2L, they may 
request that you send some instructional materials by email. Neither you nor 
EIU is expected to provide a textbook to the captioner, but they may ask for 
the title and edition to obtain the book themselves.  

What about confidentiality? 

https://www.eiu.edu/disability/CaptionersCodeofProfessionalEthicsforEducation.pdf
https://www.eiu.edu/disability/CaptionersCodeofProfessionalEthicsforEducation.pdf
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• Remote CART does NOT record audio of your lecture. 
• CART captioners are certified through a national professional 

organization and have a code of ethics very similar to sign language 
interpreters. You will find attached the portion of the code of ethics that 
pertains to post secondary education. 

If you have any questions, please contact us. 

Thank you! 

The Office of Accessibility & Accommodations 

 

Captioning Required Sample Email 
When our office is notified of additional captioning needs you will receive the 
following email. – Keep in mind following UDL guidelines regarding accessible 
materials will meet this accommodation and prevent last minute changes.  

Subject: Captioning Required 

A student registered for the course below will require: CAPTIONED VIDEOS, 
DVDS, and AUDIO RECORDINGS. Although Eastern Illinois University is not 
able name the student in advance, we can notify you now regarding enrollment 
to give you time to prepare your coursework if needed. Please note, this is an 
automated email that is sent to you as soon as a student with this 
accommodation registers for your class. 

Semester:  

CRN:  

Course:  

Instructor:  

For assistance with captioning, please see the resource below and contact your 
ISS for support at ticket_iss@eiu.edu. Using Microsoft Streams to Caption: 
https://www.eiu.edu/kalturasolutions/stream.php If you have questions about 

mailto:ticket_iss@eiu.edu
https://www.eiu.edu/kalturasolutions/stream.php


 
 

20 
 

student accommodations, please contact The Office of Accessibility & 
Accommodations at 581-6583 or studentdisability@eiu.edu.  

PEER NOTE TAKER 
Note taking is an accommodation for students with hearing, visual, motor limitations, 
or those who have learning or cognitive disabilities that significantly affect the ability 
to take notes in class. The note taking accommodation is designed to enhance the 
student's learning process in some instances by allowing students to focus on the 
lecture, allowing for a second set of notes in order to ensure all information is 
accurately recorded, or to allow notes for someone who is physically unable to obtain 
them.  

The instructor should ask for a volunteer to share their notes. The volunteer should 
type their notes, email them to the instructor, who can then BCC the notes to however 
many students have this accommodation. A UDL version of this might be to post the 
note-takers notes to D2L for anyone who may need a copy.  

PREFERENTIAL SEATING 
Preferential seating is an accommodation for students who have disabilities that affect 
their ability to see, hear, sustain attention, or participate in activities in the same ways 
as other students. Preferential seating allows students to sit in a location that is most 
beneficial for their learning. If the student has a visual impairment or hearing 
impairment, seating closer to the front of the room may be most appropriate, but a 
student who experiences anxiety in the classroom may need seating in an aisle seat, 
back row, or near the door.  

STUDENT MAY NEED TO LEAVE CLASS TO RE-GROUP AND RETURN 
This accommodation is approved for students with various physical or psychological 
conditions to provide a break to relieve physical or emotional discomfort during class. 
Students with this accommodation are encouraged to sit near the door in order to 
minimize disruption during class. 

USE OF TECHNOLOGY IN THE CLASSROOM 
(Including, but not limited to, Computer, iPad, Calculator, Braille Note)  
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This accommodation is often approved for students with hearing, visual impairments, 
or those with motor limitations in order to have equal access to the lecture or course 
materials. Depending on the disability/need the student may use the technology to 
take notes, read electronic documents, or to access other applications. 

LESS AFFORDED, YET POSSIBLE ACCOMMODATIONS 

Flexibility in Regard to Assignment Deadlines 
All students are expected to comply with assignment deadlines stated in the syllabus 
and/or established by the professor. However, some students with disabilities may be 
approved for an accommodation of consideration of “reasonable flexibility” in regard 
to assignment deadlines. Reasonable flexibility, in this case, means an exception to the 
assignment deadline/late policy. Please note: students are not required to present 
medical documentation verifying the need for this flexibility. 

This accommodation is generally approved for students who have impairments which 
are chronic or episodic in nature and may cause difficulties meeting assignment 
deadlines. These disabilities might include, but are not limited to, students with 
diabetes, epilepsy, cancer, migraines and conditions requiring on-going or specialized 
medical treatment.  

Students with psychological disabilities who experience an exacerbation of symptoms 
and students who have reduced or limited stamina and have difficulty sitting, reading, 
writing/typing, and/or using the computer for extended periods due to illness or 
injury, may also be approved for this accommodation. 

Determining Reasonable Flexibility 
We do realize that “reasonable flexibility” is subjective. To assist with this, we have 
outlined some factors that can be considered when providing reasonable flexibility 
with assignment deadlines: 

• What are the expectations for the assignment and the course? 
• How do the assignments impact the student’s learning process and the learning 

experience for others in the class? 
• Do the assignments (and associated learning outcomes) build on one another 

sequentially or are they independent of one another? 
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• What length of assignment extension would substantially alter the outcomes, 
integrity and nature of the course? 

For example, in courses where lab assignments are due every Wednesday, it might be 
reasonable upon request to extend the deadline until Friday. This short extension 
considers the expectations associated with the original deadline and allows the 
student time to make up for time lost due to impairments arising from their disability. 
At the same time, this short extension ensures that the student stays on track with the 
content and receives feedback in order to progress in the course. For larger 
assignments and projects, an additional week or two might be reasonable depending 
on the factors listed above. 

Accommodating Extended Assignment Deadlines 
To help set parameters and clarify expectations, a discussion about extended 
deadlines should occur between the professor and the student as early as possible in 
the semester. The discussion should include: 

• What is the late assignment protocol established in the syllabus? 
• What is a reasonable assignment extension if a disability related flare up causes 

a deadline to be missed? 
• How and when should the student notify the professor regarding the need for a 

disability related deadline extension? 

Attendance 
Students are expected to follow the attendance policy established by the professor in 
each class. However, some students with disabilities may be approved for an 
accommodation of consideration of “reasonable flexibility with regard to attendance 
due to a disability.” Reasonable flexibility, in this case, means an exception to the 
attendance policy when educationally feasible. 

This accommodation is sometimes approved for students who have impairments which 
are chronic or episodic in nature and may cause difficulties with regular class 
attendance. These disabilities might include, but are not limited to, students with 
diabetes, epilepsy, cancer, migraines and conditions requiring on-going or specialized 
medical treatment. Students with psychological disabilities who experience an 
exacerbation of symptoms may also be approved for this accommodation. 
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Personal Frequency Modulation (FM) System 
An FM system is an accommodation for students with audio processing and hearing 
difficulties. It provides students access to the Professor’s voice/lecture through a 
transmission signal. The FM system is a simple set of equipment that includes a 
transmitter unit and a receiver unit. The professor wears the transmitter with a lapel 
microphone during class and the student wears the receiver. The student is 
responsible for providing the transmitter and microphone to the professor at the 
beginning of class and getting it back at the end of class. 

Accommodating Disability-Related Absences 
To help set parameters and clarify expectations, a discussion should occur between 
the professor and the student early in the semester before absences become an issue. 
This will allow the student to make informed decisions about alternatives. Addressing 
the Functional Expectations for the course/major is helpful here as well.  

The discussion should include: 

1. If in-class participation is essential to the learning outcomes of the course, how 
many classes (beyond what any student is allowed) can be missed before the 
integrity of the course is impacted? 

2. How and when should the student notify you of a disability related absence? 
3. It is reasonable for the student to notify you of an absence either before or after 

the missed class, depending on the nature of the disability. Please note: At no 
time is the student required to present you with medical documentation/ 
medical excuse for disability related absences. 

4. What is the procedure for turning in homework/assignments/projects due the 
day of the absence? 

A general rule for determining a reasonable timeframe for a makeup or postponement 
of an assignment (such as a paper, exam, or quiz) is the time equivalent to that which 
was missed. In certain courses, it may be appropriate to consider an alternative 
assignment, reading, or project to make up for missed class discussions or projects. 
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Evaluating the Role of Class Participation and Attendance 
The Office of Civil Rights (OCR) has provided the following guidelines to be used in 
considering whether attendance is an essential element of the course: 

• Is there classroom interaction between the instructor and students and among 
students? 

• Do student contributions constitute a significant component of the learning 
process? 

• Does the fundamental nature of the course rely on student participation as an 
essential method for learning? 

• To what degree does a student’s failure to attend constitute a significant loss to 
the educational experience of other students in the class? 

• What do the course description and syllabus say? 
• Which method is used to calculate the final grade? 
• What are the classroom practices and policies regarding attendance? 

This accommodation should be provided unless the accommodation threatens the 
integrity of the course as offered. 

INTERNSHIPS, PRACTICUMS, AND CLINICAL 
EXPERIENCES 

• Make students aware early in their program that practicum, student teaching, 
alternate learning experiences are required for graduation.  

• Assist students who disclose a need for specific accommodations in identifying 
sites that will meet their needs (i.e. transportation, physical accessibility). 

• Remind the student to work with the site directly regarding how to request 
reasonable accommodations. Please remember, it is the student’s responsibility 
to disclose their disability to their site, not the faculty member or the university. 

STUDY ABROAD 
It is important to note that on campus, we follow ADA (Americans with Disabilities Act) 
as well as 504. When a student studies abroad, the country they are studying in may or 
may not have a version of these in place.  
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(Kutztown University of Pennsylvania, 2019c). (CHADD, 2019) (Learning Disabilities 
Online, 1998) 
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APPENDIX A 
CREATING ACCESSIBLE SCANNED DOCUMENTS 

Sometimes it is necessary to scan a document (such as a segment of a book) for an 
instructional need. When documents are in electronic form, they are easier to 
distribute and can be more accessible than print documents for students with 
disabilities. However, in order to be fully accessible, certain steps must be followed to 
be sure the scanned document is of high quality. Even if a document is not needed for 
a person with a disability, a poor scan often negatively impacts the end user’s 
experience. It is common for users to listen to the written word whether out of 
preference or because of a disability. For our accessibility tools to work in these 
situations, high quality scans are necessary. 

Evaluate need 
Before scanning a document, first evaluate if this particular document is needed and 
cannot be substituted. If it is necessary, search for the document online to see if an 
electronic version already exists. This can save time and energy. Most documents 
stored in online databases through our library are already accessible. 

What is a high-quality scan? 
A high-quality scan is one that is easy for everyone to read, including people with low 
vision or who use assistive technologies to read text electronically. High-quality scans 
should be free from: 

• Text that is cut off 
• Crooked pages 
• Dark gutters (the margins where 

shadows occur from curvature in 
the book’s spine) 

• Poor contrast 
• Pages that are rotated 90 or 180 

degrees 

• Handwriting 
• Highlighting 
• Underlining 
• Watermarks/coffee stains 
• Excessive use of script or italic 

fonts 
• Blurring 

Be sure to consider these issues when (a) choosing an original source and (b) 
producing the scanned version. 
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EXAMPLE A 
Scanned page with unreadable text in the margin. 

 



 
 

28 
 

EXAMPLE B 
Scanned page with underlined text and stray markings. 

 



 
 

29 
 

EXAMPLE C 
Scanned with the original not aligned well on the scanner. The page is tilted, text is 
blurry, and some text disappears into the margin. 
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EXAMPLE D 
Scanned page with good alignment, clear text, and no stray markings. 
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Before scanning, change settings 
When changing the scanning settings, please: 

• Be sure the DPI (dots per inch) is set between 300 and 400. Documents scanned 
at a low resolution will not be recognized by conversion software. Scanning 
documents at 600 dpi might be necessary for certain STEM content or other 
highly formatted documents. 

• Scan the document in black/white or 24-bit color depending on (a) whether the 
color of the original is important, and (b) whether your choice of color will have 
an effect on contrast. 

• Check if the scanner has built-in Optical Character Recognition (OCR) 
capabilities. OCR turns images of text into text that is copy and pasteable. 
Often, this option is identified as saving a document as a Searchable PDF. 

• Consider removing the binding of the book if the gutter is small or tightly 
bound. This allows for high-speed scanning. The book can then be re-bound 
with spiral binding for low cost at a local copy shop. 

• While scanning 
• During the scanning process, please be aware of the following: 
• Scanning books with a spine – A book with a spine will not naturally lie flat on a 

scanner which means text on the edges of the page will be distorted. Please 
push the spine of the book down while scanning to ensure that all the text is 
copied in a clear manner. 

• Don’t combine pages – Limiting each print page to one electronic page will 
improve reading on mobile platforms. This also helps to speed up the 
conversion process using OCR software. 

Name documents consistently 
A consistent, logical naming scheme will help instructors and users to identify and 
locate documents. Choose a naming scheme that would be clear to someone outside 
of the class/environment. Please: 

• Avoid strings of numbers 
• Include more than one identifier in the title. An identifier can include the course 

name, author, name of document, date, organization, year published, etc. 
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https://www.washington.edu/accessibility/documents/scans/ 

Used with permission 

 

https://www.washington.edu/accessibility/documents/scans/
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