
1  

University of Reading 

Captioning and Transcription of Recorded Sessions Policy 
 

 

Executive summary 
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the material. With auto captions all of the dialogue and important sounds are 

embedded as text in the video track. They do not need to be turned on by users as they 

are automatically generated. Captions should not be confused with subtitles. Subtitles 

provide text of only the dialogue and do not typically include important sounds. 

 

 Transcripts are a text version of the speech and non-speech audio information needed 

to understand the content 

 

3. What are the University’s Requirements?  
 

3.1  All pre-recorded audio/video teaching and learning materials must be accompanied by 

either auto-captions or transcripts to meet relevant accessibility requirements. This is 

why staff must only upload and publish to University-approved platforms which 

provide these. As at the start date of this policy, the only University- approved platform 

for these purposes is Microsoft (MS) Stream.  

 

3.2 We advise colleagues to do all pre-recording in MS Stream or Teams, where auto-

captioning is automatically produced to the standard required. Once you’ve uploaded 

the recording to MS Stream you must actively select a language to ensure captions are 

then automatically generated.  

 

3.3 Other recording tools may not generate auto-captions, or may not generate auto-

captions that meet the requirements of the accessibility legislation (such as requiring 

captions to synchronise with the audio).   

 

3.4 If you are creating a recording outside of MS Stream or Teams you must upload the 

recording to MS Stream.  This will mean that it is auto-captioned.  

 

3.5 In most cases, the law does not require captions to be 100% accurate or human-

corrected (subject to the circumstances described in Section 3.8).  

 

3.6 Therefore, staff are not generally required to edit captions, but are encouraged to check 

their captions for any obvious errors or major inaccuracies and to edit those where 

found. It is recommended that staff consider the factors set out in Annex 2 in their 

assessment of the feasibility and proportionality of checking and editing capt

capt



/essentials/Support-And-Wellbeing/Disability/Disability-Advisory-Service
https://sites.reading.ac.uk/tel/online-teaching-toolkits/making-screencasts-for-tl/how-can-i-make-my-screencasts-accessible/why-caption/
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• perceivable  

• operable  

• understandable  

• robust 

The WCAG 2.1 AA standards explain how you can implement these. 

 

This Policy covers captions and transcripts. These tools are one of the ways in which 

the University can meet WCAG 2.1 Principle 1:  Perceivable making sure users can 

recognise and use your services with the senses that are available to them 

 

 

 

 

 

  

https://www.w3.org/TR/WCAG21/#perceivable
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Annex 2 
 

We recommend that staff assess the need for human-corrected, higher-accuracy transcripts 

and/or captions with the following considerations in mind: 

 

- Whether the content is already available in accurate written format e.g., 
o written notes to support the resource 
o copy of slides available alongside the recording. 

- Whether students will be able to use their wider reading of the subject (and/or a 
recording that includes the audio content) to understand where automated 
captions/transcripts may have produced errors. 

- Where possible, technical terms should be included in text form e.g. in the 
PowerPoint slides. This will be particularly important for subjects that involve 
another language (such as Latin), and/or subjects involving 




