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CAPTIONING FAQs
1. Do I have to do this?

Yes.  Making sure that all media is accessible is required by law.  Section 508 of the Rehabilitation Act requires all media used or purchased by public agencies receiving federal/state funds be accessible.  Executive Order 926 from the Chancellor’s Office also requires the CSU to ensure that instructional materials, including media, are accessible to students with disabilities.  This includes videos shown on campus that are checked out from the University media collection and/or personally owned by individual instructors.
2. How can I tell if my video is already captioned?
Your video will have one of the following indicators if it is captioned:

Or the video will simply say it is closed captioned or Subtitled for the Deaf & Hard-of-Hearing (SDH).  If the videos are stored in the University Media Collection, you can check the online catalog (http://www.sfsu.edu/~avitv/AV.mediacatalog.html) for captioning information, or contact Brigid Duffy, 415/338-1493 or e-mail: bduffy@sfsu.edu for further assistance.
3. What is the process for captioning a non-captioned video?

· Send the original non-captioned video (if it is your personal copy) along with the attached form to Brigid Duffy, Academic Technology, 415/338-1493.  If the video is from the University Media Collection, just submit the request form to Brigid Duffy.  Be sure to include the AT #.
· Academic Technology will seek copyright release.
· The video will be captioned and become available for your use within three weeks. 
4. Can SF State buy a captioned video to replace my non-captioned videos?

Yes.  If you have a video that is not captioned, Academic Technology can replace it with a captioned copy of the same title or of the same subject, but it will be the sole property of the University.
5. I have rows of videos and no time to check whether or not the videos are captioned, what should I do?

If the videos are from our Media Collection, you can check our online catalog for captioning information (http://www.sfsu.edu/~avitv/AV.mediacatalog.html) Or contact Brigid Duffy, 415/338-1493 or e-mail bduffy@sfsu.edu for further assistance.
6. My video is captioned, but the words do not appear on the TV screen, what do I do?

If the TV in your classroom is not showing captions, call Academic Technology at extension 8-1493 for further assistance.

Academic Technology requires at least 24 hours notice for videos to be shown with captions through the Cablecast system.  

For classrooms that are not connected to the Cablecast system, you can request a media cart with a closed caption decoder connected at least 72 hours in advance or use a Smartbox (if your classroom has one) with closed captioning support.  For more information, please visit Academic Technology’s website at http://www.sfsu.edu/~avitv/ccaccess.html 
7. What will happen to the non-captioned video once I have received my captioned video?

If the non-captioned media is the property of San Francisco State University, it will be replaced by the captioned media.  

If the media is the sole property of the instructor, San Francisco State University will receive copyright release along with duplication rights.  Once we have received both permissions, we will caption your media.  The original media will be sent back to the instructor and the captioned media will be the sole property of San Francisco State University.  The non-captioned original should no longer be used in classes.

   Why Caption?
· Compliance with ADA or Section 508 requires that all media broadcasted or distributed be captioned.  This applies to all forms of media including webcast material, video broadcasts, video tapes, and DVDs.

· Executive Order 926 makes it a policy of the CSU to make information technology resources and services accessible to all CSU students, faculty, staff and the general public regardless of disability.

· Universal Access: Design your content from the ground up to be as usable as possible by as many people as possible.  Captioning is a key element of Universal Design for video material, especially for educational materials.  Captioning provides an alternative channel of information and allows a larger community of viewers to have access.

· Improving Comprehension:  Captioning improves comprehension for all viewers, especially for those with English as a second language.  Noise or distractions in the listening environment, underdeveloped English skills on the part of the listener, or heavy accents on the part of the talker all work to deteriorate the message being communicated.  Captioning can improve comprehension in all cases. 
· Indexing and Searching:  Because captioning involves the synchronization of text content with audio-video material, especially in digital format, it allows the content to become easily searchable with traditional text searches.  This allows viewers to have rapid access to the parts of the content they need.  This is particularly important for educational materials. 
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