[bookmark: _GoBack]PROCEDURES FOR ACCESSIBLE MEDIA


1.   Faculty will complete the online Accessible Media Request Form (per Accessible Media Request Form Instructions) for all audio and video being used in their courses.  Faculty will be required to fill out an online request form for the media file that requires captioning and/or audio/video description.

a. 	For Bulk Requests (e.g., 10 or more videos), faculty can use the Accessible Media Bulk
Request Form.  Once you have completed the form, please email a copy to amp@gmu.edu. b.   Most common media types (e.g., .flv, .avi, .mov, .wmv, .mp4, etc.) are accepted.
2.   Staff and Faculty will submit media (i.e., Kaltura ‘captions’ tagged files, URL, DVD, etc.) and request forms to the ATI at least 7 days prior to the date that the media is needed in the course.  Please note the following:

a. 	Requests submitted less than 7 days from the date that the media is needed may not be completed on time.

b.   Audio/Video Description requests should be submitted at least 14 days prior to the date needed.

3.   ATI staff will contact faculty to confirm all requests prior to the start of the job.  The job(s) will not be started unless an online media or bulk request form has been submitted.

4.   In the event that an accessible version is not available, the ATI will evaluate the current media format (i.e., DVD, VHS, streaming video, etc.) and determine the most efficient method for providing post- production accessibility.

a. 	Please Note: The ATI will make every effort to contact the publisher and/or copyright holder for permission to add captions and/or video description to copyrighted works.  The addition
of post-production open or closed captions, and/or video description, is for noncommercial, educational purposes only.  Mason ensures that the master and work copy (i.e., copy being used to add captions to) are in the hands of a limited number of individuals in the institution and no content in the original media will be removed or modified.  Unauthorized
reproduction of the media for any other purpose is prohibited. (U.S. Copyright Law, Title 17, Section 121 – 10/2009)

5.   Once an accessible copy is available (whether it already exists online, by post-production, purchase, or the library), the ATI will inform staff/faculty making the request on where to access their media.

a. 	Accessible media that is purchased or produced by the ATI - The faculty/staff member will receive an email confirming that their electronic media can be picked up at the ATI Office.  For jobs processed electronically (e.g., YouTube), faculty/staff will be emailed a link from which they can access the completed file(s), as well as, each corresponding text file (.TXT).  For videos within Kaltura, faculty/staff will receive an email with each corresponding text file (.TXT).

b.   Accessible media that is available through the library - The faculty/staff member will receive an email confirming that electronic media is available in the library and to contact the Media Services Librarian to arrange for pick up.
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PROCEDURES FOR ACCESSIBLE MEDIA       1 .     Facu lt y   w il l   co m p l e t e   t h e   on li n e   Access i b l e   M ed i a   Reques t   For m   ( pe r   Access i b l e   M ed i a   Re qu e s t  For m   I ns t ruc ti ons )   f o r   a l l   aud i o   an d   v i de o   be i n g   use d   i n   t he i r   cou r se s .    Facu lt y   w il l   b e   r equ ir e d   t o   f il l  ou t   a n   on li n e   r eques t   f o r m   f o r   the   m ed i a   fil e   t ha t   r equ ir e s   cap ti on i n g   and / o r   audio/video   d e s c r i p ti on .     a .     Fo r   B u l k   R eques t s   ( e . g . ,   1 0   o r   m o r e   v i deos ) ,   f acu lt y   ca n   us e   t h e   Access i b l e   M ed i a   Bu l k   Reques t   For m .    O nc e   yo u   hav e   co m p l e t e d   t h e   f o r m ,   p l eas e   e m a i l   a   cop y   t o   a m p @ g m u . edu .  b .     M os t   co mm o n   m ed i a   t ype s   ( e . g . ,   .fl v ,   . av i ,   . m ov ,   . wm v ,   . m p4 ,   e tc. )   a r e   acce p t e d .   2 .     S t a f f   an d   Facu lt y   w il l   sub m i t   m ed i a   (i. e . ,   Kaltura ‘c aptions ’ tagged files,  URL ,   DVD,  e t c . )   an d   r eques t   f o r m s   t o   t h e   A T I   a t  l ea s t   7   day s   p ri o r   t o   t h e   da t e   t ha t   t h e   m ed i a   i s   neede d   i n   t h e   cou r se .    P l eas e   no t e   t h e   f o ll o w i ng :     a .     R eques t s   sub m itt e d   l es s   t ha n   7   day s   fr o m   t h e   da t e   t ha t   t h e   m ed i a   i s   neede d   m a y   no t   be  co m p l e t e d   o n   ti m e .     b .     A ud i o / V i de o   D esc ri p ti o n   r eques t s   shou l d   b e   sub m itt e d   a t   l eas t   1 4   day s   p ri o r   t o   t h e  da t e   ne e ded.     3 .     A T I   s t a f f   w il l   con t ac t   f acu lt y   t o   con fir m   a l l   r eques t s   p ri o r   t o   t h e   s t a r t   o f   t h e   j ob .    T h e   j ob ( s )   w il l   no t  b e   s t a rt e d   un l es s   a n   on li n e   m ed i a   o r   bu l k   r eques t   fo r m   ha s   bee n   sub m itt e d .     4 .     I n   t h e   even t   t ha t   a n   access i b l e   ve r s i o n   i s   no t   ava il ab l e ,   t h e   AT I   w il l   eva l ua t e   t h e   cu rr en t   m ed i a   f o r m a t  (i. e . ,   DVD ,   VH S ,   s tr ea m i n g   v i deo ,   e t c . )   an d   de t e r m i n e   t h e   m o s t   eff i c i en t   m e t ho d   fo r   p r ov i d i n g   pos t -   p r oduc ti o n   acce ss i b i lit y.     a .     P l eas e   N o t e :   Th e   A T I   w il l   m ak e   eve r y   e ff o r t   t o   con t ac t   t h e   pub li she r   and / o r   copy ri gh t   ho l d e r  f o r   pe r m i ss i o n   t o   ad d   cap ti on s   and / o r   v i de o   desc ri p ti o n   t o   copy ri gh t e d   w o r ks .    Th e   a dd i ti on   o f   pos t - p r oduc ti o n   ope n   o r   c l ose d   cap ti ons ,   and / o r   v i de o   desc ri p ti on ,   i s   f o r   non c o mm e r c i a l ,  educa ti ona l   pu r po s e s   on l y .    M aso n   en s ure s   t ha t   t h e   m a st e r   an d   w o r k   cop y   ( i. e . ,   cop y   b e i n g  use d   t o   ad d   cap ti on s   t o )   a r e   i n   t h e   hand s   o f   a   li m it e d   nu m be r   o f   i nd i v i dua l s   i n   t h e   i ns tit u t i on  an d   n o   con t en t   i n   t h e   o ri g i na l   m ed i a   w il l   b e   r e m ove d   o r   m od ifi ed .    U nau t ho r i ze d   r ep r oduc ti o n   o f   t h e   m ed i a   f o r   an y   o t he r   pu r pos e   i s   p r oh i b it ed .   ( U . S .   C opy ri gh t   La w,   T itle   17 ,   Sec ti o n   12 1   –   10 / 2009 )     5 .     O nc e   a n   access i b l e   cop y   i s   ava il ab l e   ( w he t he r   i t   a lr ead y   ex i s t s   on li ne ,   b y   pos t - p r oduc ti on ,   pu r c h a s e ,  o r   t h e   li b r a r y ) ,   t h e   A T I   w il l   i nfo r m   s t a ff/f acu lt y   m ak i n g   t h e   r eques t   o n   w he r e   t o   acces s   t he i r   m e d i a .     a .     A ccess i b l e   m ed i a   t ha t   i s   purchase d   o r   produce d   b y   t h e   AT I   -   Th e   f acu lt y / s t a f f   m e m b e r  w il l   r ece i v e   a n   e m a i l   con fir m i n g   t ha t   t he i r   e l ec tr on i c   m ed i a   ca n   b e   p i cke d   u p   a t   t h e   A T I  O ffi ce .    Fo r   j ob s   p r ocesse d   e l ec tr on i ca ll y   ( e . g . ,   Y ou T ub e ) ,   f acu lt y / s t a f f   w il l   b e  e m a il e d   a   li n k   fr o m   w h i c h   t he y   ca n   acces s   t h e   co m p l e t e d   fi l e ( s ) , as well as, each corresponding text  file (.TXT) .    For videos within Kaltura, faculty/staff will receive  an email with  each  corresponding text file   (.TXT).     b .     A ccess i b l e   m ed i a   t ha t   i s   ava il ab l e   t hroug h   t h e   li brar y   -   Th e   f acu lt y / s t a f f   m e m be r   w il l  r ece i v e   a n   e m a i l   conf ir m i n g   t ha t   e l ec tr on i c   m ed i a   i s   ava il ab l e   i n   t h e   li b r a r y   an d   t o   con t ac t   t h e  M ed i a   Se r v i ce s   L i b r a ri a n   t o   a rr ang e   fo r   p i c k   up .         AT I ,  R e v i sed   6 / 9 / 201 5    

