Guidelines for the Use of Voice Recognition Software in Examinations
To accommodate students using voice recognition software during examinations, universities need to develop specific guidelines that ensure effective and secure use of this technology. These guidelines should address both the technical and procedural aspects of administering exams with such accommodations. Here's a detailed set of guidelines tailored for this purpose:
1. Pre-Examination Preparation
· 1.1 Eligibility and Training: Confirm eligibility for students to use voice recognition software as an alternative to a scribe. Provide necessary training sessions well in advance of the examination to ensure students are proficient in using the software.
· 1.2 Equipment Setup: Ensure that all computers used for voice recognition are equipped with the required software and meet or exceed the manufacturer’s minimum specifications.
· 1.3 Testing and Configuration: Install and test the voice recognition software along with any required peripherals, such as USB headsets, to ensure compatibility and functionality. This should be done well before the exam day.
2. Examination Venue Arrangements
· 2.1 Separate Venue: Schedule examinations that require voice recognition software in separate venues to avoid disturbances and to maintain the integrity of the examination environment.
· 2.2 Venue Setup: Equip the venue with adequate soundproofing to prevent voice spill-over and external noise interference. Ensure the examination space is comfortable for vocal responses over extended periods.
3. During the Examination
· 3.1 Technical Support: Provide immediate on-site technical support to resolve any issues related to the software or hardware during the examination.
· 3.2 Invigilator Training: Train invigilators on the specifics of monitoring exams where voice recognition software is used, including understanding when to intervene and how to assist with technical issues.
· 3.3 Backup Plans: Develop and communicate clear backup plans for technical failures, including the availability of a trained scribe to assist with handwriting tasks as needed (e.g., drawing diagrams or writing formulas).
4. Use of Personal Equipment
· 4.1 Personal Equipment Approval: Allow students to use their own devices if deemed necessary under exceptional circumstances, subject to prior approval. These devices must be inspected and cleared of all previous data by a staff member to ensure examination security.
· 4.2 Equipment Testing: Test personal devices with the examination setup to verify compatibility with the voice recognition software and other examination requirements.
5. Post-Examination Procedures
· 5.1 Feedback Collection: Collect feedback from both students and staff involved in the examination process to assess the effectiveness of the technology and the adequacy of the support provided.
· 5.2 Review and Adjustments: Review the feedback and make necessary adjustments to the guidelines and training processes to improve the experience in future examinations.
Conclusion
By adhering to these guidelines, universities can ensure that students who require voice recognition software are provided with a fair, secure, and conducive examination environment. This not only facilitates their performance but also upholds the integrity and inclusivity of the academic assessment process.

