Services provided by Swansea University Transcription Centre (SUTC)
Service provision:
General
· The SUTC liaises with the Disability Office, academic departments and the Disability Librarian to arrange visits for prospective v.i. students. At the start of the academic year, each first year v.i. student meets with his/her key transcription officer and details are taken of particular requirements and preferences for transcription, SUTC services are explained and details of what students can expect from the SUTC are outlined. A written record of each student’s requirements is retained on file in the SUTC.
· On receipt of reading lists, SUTC staff liaise with publishers, RNIB/RFB&D/Library of Congress/NLB and other libraries in Europe to see whether books on the students' reading lists are already available elsewhere in braille, audio or electronically. If books are available, the SUTC orders them for students. 
· The SUTC arranges membership of RFB&D, for which there is a subscription fee, and lend out 4-track players for RFB&D cassettes if the student doesn't own one. There are also a number of DAISY (Digital Accessible Information SYstem) players available to lend to students.
· On this campus many of the tutors are totally familiar with SUTC procedures but, whenever we begin supporting a v.i. student in a 'new' department, we have a meeting with the tutors to explain what we can do for their student and what they must do to help us. We are always happy to arrange such a meeting for external students and their disability officers/coordinators.

· The SUTC’s advisory role has gradually extended to providing training on accessible information to administrative departments within Swansea University. The SUTC collaborated with the Disability Office and the Disability Librarian to produce Accessible Information for All, a guidebook for staff producing written material for v.i. people.
Audio transcription

· If books are not available already, SUTC staff liaise with students/coordinating tutors to check whether the whole book is needed or whether parts could be read to save time. Whole books can take several months to record, but every effort is made to let students have the recordings in batches if they are needed urgently.
· SUTC staff members are certified DAISY (Digital Accessible Information SYstem) book producers. Recordings produced in the SUTC meet standards set by the RNIB for the production of Digital Talking Books. Training is provided for all SUTC volunteers so that they meet the required standards for the RNIB Library. 
· Where students have special requirements for their recordings (such as native speakers for foreign languages) the SUTC recruits and trains volunteers with the appropriate experience.
· The SUTC archives all of the recordings it produces to prevent unnecessary duplication (and costs) at a later date. Items are catalogued on the Voyager database.
Braille, electronic text and large print
· The SUTC does not braille whole books but we do braille handouts, extracts from books and course material. Full books are usually scanned, edited and provided as Word files or large print hard copies.
· The SUTC has been very successful in obtaining pdf files of books directly from publishers.  If pdf files are not suitable, files may be converted to Word or provided in large print hard copy format.
Timeliness and quality
· The SUTC’s primary aim is to provide accurate transcription in time to meet each student’s deadlines. The SUTC provides guidance leaflets for tutors so that they know how much notice to give us. Deadlines for receiving requests will vary not only according to the length and complexity of the document but also according to the frequency of the classes and amount of weekly contact time the student has for that module. Flexibility is important. Each item of work and the dates it is received, completed and collected, is recorded in the student’s Record of Work Book.
· The SUTC maintains close contact with the students and their coordinators/tutors to let them know how transcription production is progressing. Generally, students liaise with their key transcription officers weekly in face-to-face meetings, emails and/or on the telephone. If students change their minds about their reading priorities/essay choices etc, the SUTC can adapt and keep certain books on hold while concentrating on more urgent requests. We work closely with the coordinators/tutors to make sure that students have their alternative formats at the same time as the sighted students receive print handouts.
· We encourage students and staff to provide regular feedback on the quality of transcription and on the service as a whole. If students are dissatisfied with any aspect of the service they are receiving, issues are addressed and resolved immediately. Students are encouraged to contact/speak with their key transcription coordinator in the first instance and then, if necessary, the Manager. Comments/complaints can also be submitted via email to library@swan.ac.uk .
· The SUTC conducts an annual student satisfaction survey and acts upon the feedback received. Results are publicised in the SUTC Newsletter, The Recorder.
Rev. March 2009


