Advice on Using the Services of a Language Corrector

Decision-making: check your School handbook/assessment description to make sure that the use of language correction assistance is permitted. If it is, consult the University’s language correction policy to help you decide whether a language corrector’s services are appropriate to your needs. See:
http://www.st-andrews.ac.uk/staff/policy/tlac/academicmisconduct/languagecorrection/

Time management: start looking for a language corrector well in advance of your submission deadline. Also, allow yourself sufficient time to evaluate and implement the corrector’s suggested changes.

Communication: make sure you and the language corrector have more than one means of contacting each other e.g. email address/postal address/phone  number(s).

Text: send text that is a finished piece of work in terms of its expression. Rewriting notes as a text, for example, does not fall within the language corrector’s role.

Agreement: make sure you and the language corrector have clear agreement about the following:
· The dates you will send and receive back your writing
· The consequence of not sending your work by the agreed date
· The types of change the language corrector will make
· The format the work will take e.g. hard copy or electronic 
· A list of charges
· The date and means of payment

[bookmark: _GoBack]Learning: carefully evaluate the language corrector’s suggested changes, as you are responsible for the writing you submit. Look for patterns of language error in your writing as the insights gained through this activity can act as a basis for improving your writing skills.

Acknowledgement: include an acknowledgement of the language corrector’s assistance on the front of your work, if appropriate. For more details, see:
http://www.st-andrews.ac.uk/staff/policy/tlac/academicmisconduct/languagecorrection/

Feedback: Comments regarding the service provided by a language corrector should be addressed to the Proctor’s Office.
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