Swansea University Transcription Centre

Guidance for Lecturers
Introduction

By law, universities are required to make reasonable adjustments to provide information in an accessible format (i.e. a format which can be accessed by a student with a physical or cognitive print disability). It is the responsibility of all departments, both academic and administrative, to produce information for students with print disabilities in an accessible format.
Students with print disabilities access text in a variety of ways:

· screen readers – synthetic speech which reads whatever is on a computer screen

· DAISY (Digital Accessible Information SYstem) books -  digital recordings on CDs which allow navigation to specific chapters and pages

· screen magnification – software which magnifies whatever is on the computer screen

· braille – a system of raised dots which enables a person to read by touch
· enlarged print – print in a larger font size (not simply print enlarged on a photocopier)
Most students use a variety of formats and the easiest way to communicate is by email. Screen readers cope well with Word files but sometimes struggle with other file formats. If in doubt, ask a student with a print disability what his/her preferred format is.
What the lecturer should do:
Allow students with print disabilities extra time for exams and assignments, if required.
Provide extra guidance with reading lists so that the most relevant material is transcribed.
Send transcription requests for PowerPoint presentations and handouts to the Transcription Centre well in advance of lectures (two weeks is preferable, one week is acceptable, the night before is unacceptable).
Consult with students on the best format in which to provide feedback on assignments.
Do not simply post notices on bulletin boards or doors. Communicate with a print disabled student by email or telephone.
Say out loud whatever you are writing on a whiteboard during a lecture.
Provide clean, legible material to the Transcription Centre including module, bibliographic and deadline information, advising also on whether only certain chapters are required and if figures, notes, etc. can be omitted.
Exams
The SUTC does not transcribe exams. They must be sent to the Exams Office at least six weeks in advance. Please contact the Exams Office for more information.
