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Guidance for Schools supporting students requiring BSL or notetaker support 

1. Overview 
Some students with limited or no hearing are bilingual users of English and British Sign Language (BSL). These students will often work with BSL/English interpreters to access learning. A few may also use one or more other sign language and/or spoken languages.

Important: deaf students vary widely in their individual linguistic access and support requirements. The adjustments on a student’s Schedule of Adjustments (SoA) will match the individual combination of languages/strategies they use.

The student will have a Named Advisor within the Disability & Learning Support Service (DLSS). Staff can contact the Advisor directly with any queries, or their local DLSS Management contact.

2. BSL Adjustments: things to note
2.1 Who organises it?
a) Student:
· In a lot of cases, the student will be involved personally in booking their interpreters once funding is available. 
· Students will work with staff in Schools to get timetable information.
b) School:
· Students can ask Schools to book the interpreters for them for funded teaching activity. Follow 3.3 Step-by-Step Guide.
c) DLSS ():
· May book where needed and require prompt confirmation of the student's timetabled classes to facilitate advance BSL/English interpreter booking. 
· DLSS will ask for confirmation of all timetabled classes as soon as they are known.  The CoA or their nominated deputy will liaise with DLSS during set up, and the interpreters over timetable changes throughout the academic year. 
· A minimum of 6 weeks' notice for all interpreter requests is requested.
2.2 Who pays?
	Disabled Students Allowance
	University Funding
	School funding

	Students from UK
	Overseas students
	All students on ad-hoc basic according to need


2.3 What is covered?
BSL and relevant notetaker support is only available for the student’s timetabled activity or those activities that are directly linked to their programme of study. DLSS can help support a school to navigate what learning activities can be supported/funded, as it differs from programme to programme.



	Can be funded by School
	Not funded
	At School’s discretion

	Welcome week events
	Society events
	Cohort welcome week dinner

	Field trips
	Honorary lectures
	Skills session

	Cohort events linked to teaching/their PGR research
	
	Other ad-hoc events related to study



If you are unsure, contact your local DLSS Management team member. We are here to support you. 
 
Those booked at School-level may take place in periods of increased workload for staff and the CoA should be involved in decision-making, along with budget consideration. 
 
Event hosts, tutors etc should be notified in advance of interpreter attendance. 

3. Step by step: 
3.1 Email Just Sign with all relevant information. See Appendix 1. 
3.2 Once a booking is confirmed, the date and time are not flexible.  Significant charges are incurred for cancellations and changes, covered by DLSS or the School.  These charges drain the student’s funding allocation.  Ensure all details are accurate and final at the time of booking. 
3.3 CANCELLATION/AMENDMENT FEES (per interpreter, per day):
• Up to 5 working days: full fee
• 6 to 10 working days: half fee
• 11 or more working days: £50 administration fee (per interpreter, per day)
3.4 3.4BSL/English interpreters require advance log-in permissions for all relevant elements of LEARN. This is to enable preparation of unfamiliar terminology etc.
3.5 3.5Changes to the booking should be kept to an absolute minimum. Any necessary changes must be communicated as soon as possible
3.6 3.6Identify one designated point of contact within your School for all communications regarding BSL interpreter bookings. This ensures clarity and efficiency in managing the request.
3.7 3.7Interpreters and notetakers may require access to locally managed restricted buildings and rooms.  Ensure this is actioned locally at the point of Just Sign confirming interpreters. 
4. Top tips
· Any booking for +1h requires two interpreters.  BSL Interpreters in Scotland are now charging a minimum booking fee of £180)[footnoteRef:1]. Therefore, if the student has an hour lecture, it would be good practice to factor in a 2-hour translation support session afterwards (giving the student the choice to utilise this service). [1:  As of February 2026] 

· Timetable changes put the student’s support at risk, so clear communication with the teaching office and with timetabling that if anything needs to be moved, any courses that a student who requires BSL support is on, should be the last resort.
· If the student is reporting any issues with their funding, including that it is running out, contact their named Disability Advisor, so that they can support the student and School with managing their funding. 
5. Appendix 1
Where Schools are making ad-hoc bookings for students:

a) Email through booking information to office@justsign.co.uk   
b) Just Sign fees are per BSL interpreter, per assignment/day. 
c) All fees are subject to VAT (20%).
d) Charge rate is £50 per hour with a minimum booking fee £150 (This is inclusive of any preparation time)[footnoteRef:2]   [2:  As of February 2026] 

e) Any additional time thereafter £50 per hour.
f) Mileage 0.45 per mile or bus/rail fare (second class).
g) Any car parking charges will be charged on production of a receipt.
h)  Interpreters will usually require early Learn access to allow them to prepare for classes.
Note: We assume the minimum booking fee covers 3 hours, but this may not always be the case. Just Sign always requests materials in advance so their interpreters can prepare. 

Further information
· Supporting students with Deafness and Hearing Loss
· Ensure all staff involved in the teaching of this student have read Working with a BSL/English Interpreter in HE Guidance
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