Before contacting an STTR please read the following important information:

· An STTR cannot work for longer than an hour to an hour and a half without at least a 10 minute break.
· Two STTRs will be needed to co-work when: a break cannot be provided every hour to hour and a half; the total STT time is more than four hours;  projection to big screen is requested - as this adds extra stress.  
· If big screen projection is required, the screens and projectors and all necessary leads are provided by the host venue and must be arranged by the booker.
· The STTR will require a small table, a chair - preferably height adjustable and without arms - and access to a power socket.
· The STTR is best positioned where they can both hear and see the speaker/s clearly.
· For remote STT, please remember that, even more so than on site STT, the quality of the service rests on the quality of the audio received by the STTR as they won’t be able to see the speakers.

· STTRs strive to provide the best possible service.  STTRs cannot be experts in all fields where STT is requested; the quality of the service can be severely affected by lack of information about your event. To help us achieve the high standards we love to deliver, wherever possible, please provide in advance any technical terms and names that may be referred to and copies of speeches where available, plus a copy of the agenda.
· AVSTTR  wholly supports the Access to Communication in English (ACE) campaign which lobbies for equal access to communication support for (deaf and hard of hearing) non-BSL users.  There is a presumption that the STTR is booked to provide a communication service.  If a deaf or hard of hearing person does not turn up for the booking then the STTR should not be expected stay to take a record.  The booking must still be paid for. 

· STTRs provide communication access and not a notetaking or minute taking service.  A copy of the notes can be provided purely at the discretion of the STTR and a supplement will normally be charged for this, though it may be open to negotiation.  The notes remain the intellectual property of the STTR.
If you have to cancel an assignment cancellation fees will apply. Try and give as much notice as possible.  Cancellation fees are generally standard across the profession.  Expect to pay 100% of the originally quoted fee if cancellation is made between 0-5 working days and 50% of the agreed fees between 6-10 working days.  A Speech-to-Text service cannot take place in the absence of a service user and will therefore be deemed a cancellation if the service user does not attend, for whatever reason.
