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Utilizing Interpreters/CART & Captioning as an 
Accommodation Guidelines 
It is our expectation that these guidelines will benefit students utilizing interpreting/CART 
services and/or captioning accommodations while attending the university.  Your full 
cooperation with the following guidelines is requested and will facilitate your individual needs 
best.  Remember, it is your responsibility to discuss your accommodations with DSS and 
instructors as early as possible in the semester, preferably during the first week of class. 

To request a sign language/CART interpreter: 
• Submit a copy of your class schedule to the Coordinator and discuss any classroom 

accommodations at that time.  All requests for an interpreter must be made to DSS.  
At least one week’s notice is required for services relating to class schedules, 
meetings with instructors, outside group assignments, tutoring, etc.   Requests may 
be made by calling DSS at (405) 974-2516 or you can e-mail DSSinterpreter@uco.edu.  
Again, one week’s notice is required.  Before you make a change in your schedule 
(adding or dropping a class), please notify the DSS office. This will allow DSS to 
appropriately schedule interpreters. 

 
• Any arrangements for interpreting services related to non-class schedules, for example: 

academic advisors, UCO organizations, campus activities, UCO employment, university-
related events, etc., must be made directly to that respective organization/department no 
later than 72 hours before the event, who in turn may contact DSS for assistance in 
acquiring an interpreter if needed.  Please understand that interpreters are limited in 
number and early notice is appreciated. 
 

• Notify DSS to cancel interpreting services at least 48 hours in advance. When you plan to 
miss class; room, day, or time of class is changed; you are adding or dropping a class; 
you are cancelling any other activity for which an interpreter was requested, DSS expects 
48-hour notice of the change and/or cancellation. If sick or an emergency occurs, notify 
DSS as soon as possible to cancel the interpreter. 

Guidelines for working with interpreters: 
• Do not ask the interpreter(s) for their help in understanding the material presented to you 

in your class. The interpreter’s job is to render the message faithfully, always conveying 
the content and spirit of the speaker.  If you need additional assistance, please ask the 
instructor, or go to “The Broncho Education and Learning Lab (BELL)” and request a 
tutor.  Be sure and request an interpreter in advance if needed with a BELL meeting. 

 

mailto:DSSinterpreter@uco.edu
https://www.uco.edu/student-resources/bell/
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• If you wish to speak with the instructor shortly before or after class, first ask the 
interpreter if he/she is available. If not, then make an appointment with the instructor and 
request an interpreter from DSS. 
 

• If you have a problem with your interpreter, please do not discuss it with other 
interpreters or students. Discuss the problem with the interpreter first. If the situation is 
not resolved, then bring it to the attention of DSS via an email to dssinterpreter@uco.edu 
or by calling 405/974-2516. 
 

• PLAN AHEAD. If you are to make an oral presentation in class, it is YOUR 
responsibility to provide the necessary materials well in advance to the interpreter that 
will be voicing for you. 
 

• Students who need a notetaker in class are encouraged to ask a fellow classmate 
themselves. If getting a notetaker is not resolved, please ask the instructor for assistance. 
DSS provides free NCR (carbonless) paper for the notetaker, which may be picked up in 
the DSS office (NUC, room 305pof). Please always keep NCR paper with you for 
emergencies. 

 

No-Show Policy: 
 

• Interpreters have been instructed to wait at least 20 minutes for your arrival after class 
has begun.  If you plan to be late for class, please notify the office so we can instruct the 
interpreter to wait for you. If you do not arrive within the first 20 minutes and have not 
notified DSS, the interpreter is free to leave and will notify DSS of your absence and 
DSS will notate such as a “no show” in your file. 

 
• If an emergency arises and you will not make it to class, please notify DSS as soon as 

possible.  If notice is not given, such incidence will be notated as a “no show” in your 
file.  If you are sick and unable to return to class, DSS will cancel your interpreting 
service until you are ready to return to class. 

 
• After three (3) “no shows”, emergency or not, DSS will suspend service until you have 

met with the Coordinator or Director. If another student is in need of service, your 
interpreter may be assigned to another student and returning service immediately to you 
may not be possible. 
 

mailto:dssinterpreter@uco.edu
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Guidelines for captioning as an accommodation: 
 

1. Once you have received the syllabi for the class, review the class outline to determine if 
any videos are listed.  If yes, then talk with the instructor immediately about your closed 
caption accommodation. 
 

2. If the instructor starts to show a video and you notice it is not captioned, simply ask the 
instructor, via interpreter if needed, to turn on the captions or subtitles so you can access 
the information.  DSS strongly encourages you to advocate for yourself and your 
accommodations.  Interpreters have been instructed that the university’s policy states all 
videos must be closed captioned.  If the instructor refuses to accommodate you, please 
come and visit with a DSS provider. 
 

3. It is the instructor’s responsibility to provide this access to you, not the Disability Support 
Services Department. The DSS office is more than happy to provide resources to the 
instructor should they so request.  The instructor may also contact UCO’s IT department 
at 405-974-2255 if having technological difficulties with the equipment in the classroom. 
 
 

DSS Staff are here to help you. As part of a team effort to provide support services to students, 
think of us as your resource. Please feel free to come to DSS with any problem or difficulty 
before it becomes problematic and creates a barrier for you. We would like to make sure that you 
have the tools you need to make your academic career a success.  DSS encourages you to ask 
any questions to clarify any misunderstandings of the above-stated guidelines.  
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