Taping Guidelines
If you have a question and cannot find the answer in this guide, please ask a staff member.

Getting Started

* Skim the material and look for any words or graphics that may be

    problematic.

* Be sure the microphone is about a foot away.

* Begin recording:  State the page on which you are beginning.

* Read a few sentences then stop and review the quality of the tape.


* If there is humming or static, please try a different tape.


* If your voice sounds hollow, move the mike closer.


* If you hear “pops”, especially on B’s and P’s or “hissing” on S’s, then


   move the mike farther away.’

While Reading
* Speak in a normal tone and keep a steady pace.  Remember, if you’re falling

    asleep reading then the student will fall asleep listening.

* A quicker pace is usually preferred.  Be sure to maintain a clear enunciation.

* Utilize vocal dynamics.  Vary your pitch, speed and volume.

* Don’t rock, tape the desk, or speak with your hands near your face.

Roman Numerals

* Example:  written VII - read - Roman numeral 7

Don’t Read Punctuation

Don’t Read Tables, Graphs, Pictures

* There may be times tables, graphs and pictures will be requested.

Don’t Read Footnotes or Chapter Questions

Don’t Read Glossaries or Appendix

Finishing Up

* Find a good stopping point; the end of a chapter of section is best.  Please 

    don’t end in the middle of a paragraph.

* State the page on which you are stopping.  Record your ending page on the

    recording list.

* Use a Post-It to signal the next reader where to begin reading.

Finishing and Starting a Tape

Starting a Tape

* Place labels on both sides of new cassette.

* On side “A” write the title of the book and the page on which you are 

    beginning.

* Leave 10 seconds of blank recording on side “A”.  State the following:


* Title of the book


* Author(s) of the book


* Book Edition


* The page on which you are beginning.

* Read as usual.

Finishing Side “A” and Starting Side “B”

* Find a good stopping point.  Be sure to leave space to record the following:


* “End of side “A”, page ___”>

* On the label on side “A” write the page number on which you end.

* Flip the tape over.

* On the label on side “B”, write the page number on which you are beginning.

* Leave 10 seconds of blank tape.  Then, record the following:


* Beginning side “B”, page _____”.

* Read as usual.

Finishing a Tape

* Find a good stopping point.

* Record the following:


*  “End of tape, page ____”.

* Please mark the label on the cassette with the page number on which you

    stopped.

* Contact Michelle Laughlin at ext. 1835.
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