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Summary of Standards

The following is a summary of the key standards under each chapter.  The chapter provides more details and examples of how each standard could work in practise.

General Grammar and Presentation (Chapter 3)
· Punctuation should make captions as easy as possible for viewers to read.  

· Punctuation should follow normal style and conventions. 

· Punctuation should also convey, as much as possible, the way speech is delivered.

· Proper nouns should always be capitalised.  Other words should be capitalised in cer​tain cir​cum​stances, such as: official titles, terms of address, scientific terms, cul​tural concepts, etc. 

· Words should always be spelled out in full.  An abbreviated form should only be used if it is spoken as such, or if the conventional form is an abbreviation. 

· The numbers zero to nine should always be written as words.  Numbers greater than nine should always be written as numerals.  The execptions to these rules are where it is appropriate to use numerals, such as measurements, dates and addresses.

· Spelling should be accurate.

· The Australian reference to be used for correct spellings is The Macquarie Dictionary.

· Dialect spellings should be avoided, except where it is appropriate to indicate the accent of a speaker by using a non-standard spelling. 

· American spellings should only be used for specific American words.  

· American proper names should not be changed to Australian spelling.

Timing and Reduction (Chapter 4)

· The ideal caption coincides exactly with the relevant soundtrack, so that the relation between sound and visuals is preserved for the caption viewer. 

· Captions should be synchronised with a scene change unless speech continues across a change.

· The beginning and end of a caption should coincide with shot changes.

· A caption should stay as close as possible to the original wording while allowing the viewer enough time to absorb the caption’s contents and still watch the action of the program. 

· Programs should be captioned at an appropriate reading speed for the intended audience.  For adults this is 180 words per minute (ie 3 words per second).

· Where time allows, a caption should be verbatim (word for word). 

· The essence of reduction is remaining faithful to the script.  Vocabulary and sentence structure should be preserved as much as possible.

· If material appears onscreen as well as being spoken, it should not be duplicated in a caption. 

· A fundamental principle is that captions should contain the speaker’s exact wording if possible. 

· Line breaks and caption breaks should reflect the natural flow of the sentence and its punctuation. 

· Captions should never be more than three lines in length.  The preference is for one- or two-line cap​tions to be used.

Colouring (Chapter 5)

· White, yellow, cyan and green captions on a black background should be used for speech.

· White captions should be used as much as possible.

Positioning (Chapter 6)

Positioning should be used:

· to identify who is speaking, especially when there are several charac​ters in the scene;

· to identify who is being spoken to;

· to locate the direction that offscreen speech or sound is coming from;

· to avoid obscuring important information on the screen, e.g. supers, graphics or activities, or the speaker’s lips.

Sound Effects (Chapter 7)

· Any noise or music that advances the action, contributes to characterisation or adds atmosphere should be captioned.

· A caption viewer should not receive any more information than a hearing viewer would get.  

Miscellaneous Standards (Chapter 8)

· A # or * should be used to indicate a song lyric, analogous to the use of quote marks to indicate a quotation.

· Dialogue in a foreign language (as opposed to a foreign word or phrase embedded in normal English speech) should be captioned in exactly the same way as English – verbatim if possible. 

· Swear words should appear as they do on the soundtrack.

· All captions should include a caption credit at the end of the captions identifying the name of the organisation that produced the captions.

Special Standards (Chapter 9)

Children’s Programs

· Children’s programs should be captioned at 120 words per minute, unless they are primarily for younger audiences.  In this case they should be captioned at 90 or 60 words per minute, as appropriate.

· In a children’s program, reductions should never be more compli​cated than the original wording. 

· In children’s programs non-standard contractions should not be used.

· All songs should be captioned at 120 words per minute for all children’s programs (60wpm, 90wpm and 120wpm). Other standards, including punctuation, should be the same as for adult programs. 

American Captions

· Converted American captions should be changed as little as possible. 

· The credit of the original captioning company, and any copyright credits should be kept at the end of the captions.

British Captions

· British captions are in teletext format and do not have to be altered except as required for transmission.

Live Captioning - News and Current Affairs (Chapter 10)

· In the case of news bulletins, captions should basically be a verbatim transcription of what is being said. It is also necessary to caption significant non-verbal sounds.

· Information should not be deleted. 

· Any suggestions of doubt that are scripted into a link or story should not be removed.

· A fundamental principle is that captions should contain the speak​er’s exact wording if possible.  But the purpose of a news bulletin is to con​vey information, and the process may actually be hindered if the speaker’s sentence flow is not entirely clear. 

1. Introduction
The Television Broadcasting Services (Digital Conversion) Act 1998 requires Regulations regarding the standards of captioning television programs for the Deaf and hearing impaired.

This document provides guidance on the standards applicable in the production and presentation of captions.  The document is based on the experience gained in the production and usage of captions since the early 1980s.  Much of the detail is taken from the Australian Caption Centre’s Subtitling Standards Manual which has been developed and refined in consultation with the Deaf and hard of hearing communities over the last 16 years.  The standards referred to in this document represent best current practice in Australian caption production and presentation.

The Deaf and hard of hearing communities have agreed that American style captions can be used on American produced programs and British style captions can be used on British produced programs.  With Australian produced programs, however, the standards outlined in this document are the accepted norm and have been adopted by all broadcasters in Australia.

To assist licensees, national broadcasters and others reading this document, the specific rules and main points of guidance are shown in bold italicised type. (A summary of the standards is also provided)  These, however, cannot be properly understood in isolation from the rest of the text.  You are urged, therefore, to study the entire document carefully.

2. Foreword
2.1 Why captioning is different to other forms of text production
Caption editing is different from other forms of text production.  There are three major factors which contribute to the distinctive nature of captioning:

1. Television is a visual medium.  Captions must be able to be read whilst the viewer is simultaneously watching the on-screen action.

2. Television does not allow the viewer to look back over something they haven’t understood, therefore the captions must be able to convey the information in one reading.

3. The pace of the television program sometimes means that it would be impractical to include every word or sound effect in caption form on the screen.  This has to be balanced against the captioning audience’s desire to receive as much as possible of the information available to the hearing audience.  

2.2 Captioning priorities

The priorities for effective captioning can be summarised:

1. As a first priority a caption should be as faithful as possible to the original wording (ie captioned verbatim).

2. Allow adequate time for a caption to be read.

3. Recreate the soundtrack as closely as possible by:

· attempting to match what is actually said in meaning and complexity;

· including all obvious speech and sound effects in captions;

· positioning and timing captions appropriately.

This document outlines standards and techniques for achieving the above priorities.

3. General grammar and presentation
3.1 Punctuation
There are two purposes to punctuation: to assist in conveying the meaning of a sentence, and to suggest the tone in which it is uttered. Because captions are intended to be an accurate representation of the spoken word, greater use than usual is made of punctuation’s capacity to indicate tone. How​ever, con​veying meaning is always more important.

Punctuation should make captions as easy as possible for viewers to read.  Punctuation should follow normal style and conventions. 

3.1.1 Range of punctuation used

Because captions are only on screen briefly and the symbols of the teletext font are not very clear, only punc​​tuation marks that are perfectly distinct are used: full stop, comma, question mark, exclamation mark, dash and ellipsis. (The colon and slash are used too, but only in certain specific circumstances.) This sim​plified range of punctu​a​tion marks means that, for example, the dash, comma and full stop are each some​times used instead of the semi​colon.

There is one form of punctuation that isn't available in nor​mal writing. Line and caption breaks can be used to reflect the meaning of a sen​tence, sometimes obviating the need for other punc​tuation.

Punctuation should also convey, as much as possible, the way speech is delivered.

3.1.2 Delivery of speech and punctuation

The actual delivery of a speech can be a guide to its punctuation. This is especially true of exclamations (which obviously need an ex​clamation mark) and hesitant speech (which may need ellipses); it may also indicate, for example, whether a line of dialogue is a quote that re​quires quotation marks around it. This does not mean that every intonation or pause in speech must be reflected in the punctua​tion. This can lead to overuse of commas, sentences being wrongly split in two, question marks being incor​rectly included or omitted, and so on. 

For the reasons of clarity explained above, less rather than more punctuation is used. The line and caption breaks are able to perform some of the work. However, meaning should not be ob​scured and ob​ligatory punctuation should not be omitted. Commas still have a part to play in di​viding up a sentence into meaningful sections, espe​cially when it extends over several captions.

3.1.3 Use of single quote marks

Single quote marks are used to draw attention to new or unusual words, foreign words and to words used ironically or out of their ordinary meaning, or to distinguish a word or phrase.

Single quote marks are also used for indicating titles and names.  The following categories should be enclosed in single quote marks:

books
TV programs

short stories
videos

poems
radio programs

articles and essays
songs

chapter headings
titled musical compositions

newspapers
records/CDs

magazines
paintings, sculpture and other

cartoon strips
works of art

plays
plant variety names

movies
names of individual boats, spacecraft,


planes, trains, cars etc.

Examples:
I find ‘Jane Eyre’ fascinating.

Rodin’s ‘The Kiss’

‘The Jane Fonda Workout Video’

The following titles and names should not be enclosed in single quote marks:

band names
pubs and hotels

company names
house names

product names
building names

vehicle models
scientific names (except plant 
varieties)

religious writings
legal cases

computer programs (including games

and CD-Roms)

Examples

Have a beer with us at the King’s Arms.

The computer has Windows 95 on the hard drive.

The Prime Minister?  He lives at Kirribilli House.

3.2 Capitalisation
Proper nouns should always be capitalised.  Other words should be capitalised in cer​tain cir​cum​stances, such as: official titles, terms of address, scientific terms, cul​tural concepts, etc. 

The Macquarie Dictionary is the authority for capitalisa​tion in most cases.  As a rule of thumb for ambiguous cases, lower-case should be used un​less there is a convincing rea​son why capitalisation is necessary.
3.3 Abbreviations
Words should always be spelled out in full.  An abbreviated form should only be used if it is spoken as such, or if the conventional form is an abbreviation. 

Occasionally an abbreviated form is accept​able if space is a problem, but this is rare. The only forms which are regularly written as abbreviations are titles preceding names, and certain measurements.  Acronyms are also acceptable.

Examples:
GPO
BC
am
pm

Mrs
USA
RSPCA
25mm

100km/h
500cc motorcycle

3.4 Numbers
The numbers zero to nine should always be written as words.  Numbers greater than nine should always be written as numerals.  The execptions to these rules are where it is appropriate to use numerals, such as measurements, dates and addresses.

Examples:

This was one party she would prefer to forget.

a flock of over 500 sheep

-20 to -5
1,216
107,920

600,000-700,000
(even if said “six to seven hundred thousand”)

There were 44 people at the ceremony, which dragged on for three hours.

3.5 Spelling
Spelling should be accurate.

Proper names (names of people, places, institutions, etc.) must always be verified regardless of how well known they are, and even if they consist entirely of everyday words. For​eign words and phrases must always be verified, and so should English slang if possible. Words with variant spellings, ques​tionable hyphenation, unusual plurals or tenses; expressions with apostrophes; abbreviations: all these should be verified.

The Australian reference to be used for correct spellings is The Macquarie Dictionary.

The primary authority for spelling is The Macquarie Dictionary. With few exceptions, The Macquarie Dictionary provides a hard and fast standard for spelling, plurals, hyphenation, capitalisation, apostrophes and abbreviations. Also it should be used to provide analogies when the exact word/expression required is difficult to find.

The Macquarie Dictionary has several ways of indicating variant spell​ings. In all cases, the standard is to use the main entry or the first spelling listed, unless the pronunciation of the speaker clearly requires a different spelling.

The Macquarie Dictionary is the primary standard for the spell​ing of proper names, especially those with an Australian connection. Where it con​flicts with the spelling in another reference source, The Mac​quarie Dictionary’s spelling should always be used, unless it can be proven conclusively that this is incorrect.

Sometimes a word or name may appear onscreen or in news supers details with a differ​ent spelling to that in The Macquarie Dictionary or other reference work. Unless it is plainly wrong, the onscreen spelling should be used so that the captions are con​sistent with the program itself.

3.6 Colloquial/dialect speech
Dialect spellings should be avoided, except where it is appropriate to indicate the accent of a speaker by using a non-standard spelling. 

Colloquial spellings are most at home in drama pro​grams, especially if one character has an distinctive accent that makes him/her stand out from other characters. Colloquialisms are also usually ac​cept​able in a general programs. But non-standard spellings should not be used in serious documentaries, where the purpose of the program is to convey information and the content of the speech is much more impor​tant than the way it is spoken. An unusual accent doesn’t necessarily mean that the speaker is using non-standard English.

A colloquialism should never be used just as a way of condensing the number of words used.

If dialect spellings are appropriate, it is important to ensure that the entire program uses them consistently. Captions must still be readable, and each word instantly recognisable. If every speaker says -in’ instead of ‑ing, it may be overload to use the non-standard form throughout.

Examples:
dunno
wanna
gotta
nothin’

nowt
summat
innit

don’t use:
’E ’it ’im on ’is ’ead.

A colloquial spelling should not be used unless the speaker’s pronuncia​tion is clearly non-standard. If there is nothing unusual about the speaker’s pro​nunciation, the standard spelling should always be used.

Examples:
night
not
nite
love
not
luv

3.7 American spelling
American spellings should only be used for specific American words.  

In an American program, characters may use certain distinctly American variants of words. Where an alternative spelling exists that reflects American pronunciation, this should be used. This rule only applies to specific words; Australian spelling should still be used for the program as a whole.

Examples:

airplane
mom
ass
asshole

American proper names should not be changed to Australian spelling.
The name of an American place or organisation may contain a common word spelt according to the American standard. This is the correct spelling for that name, so the word should not be changed to Australian spelling.

Examples:
Pearl Harbor
Lincoln Center
Department of Defense
4. Timing and Reduction
4.1 Synchronisation
The ideal caption coincides exactly with the relevant soundtrack, so that the relation between sound and visuals is preserved for the caption viewer. 

This also assists people who lip-read or have partial hearing, who may use the captions simply as a aid rather than their primary means of fol​lowing the dialogue. In practice, synchronisation is subject to the need to adhere to the reading speed.

All speech or meaningful lip movement needs to be accompanied by a caption. Hearing impaired viewers interpret lip movement as speech, and expect a caption to explain it. People with partial hearing can hear offscreen dialogue. If it isn't pos​sible to determine exactly what a speaker is saying, a character sound ef​fect should be used.

Examples:

(Whispers inaudibly)
(Mutters)
(Barks command)

The caption should start at the point where the speaker’s mouth opens, even if the person begins with a nonverbal grunt or sigh before actu​ally speaking. It should not come off until after the person finishes speaking.

If one person finishes speaking and another person begins speaking straightaway, the change of captions should be synchronised closely with the change of speaker. It is extremely frustrating for a caption viewer if the first speaker’s caption lingers on the screen when another person is speaking.

4.2 Scene changes
Captions should be synchronised with a scene change unless speech continues across a change.

Captions must be precisely synchronised to the shot change between scenes so that a caption finishing at a scene change does not remain on the screen even a few frames after the new scene begins. Nor may a caption belonging to the new scene begin even a few frames before the scene change.

The exception is when speech clearly crosses the boundary between scenes. Sometimes a character’s speech continues into a new scene as a voice-over, in which case the caption continues in the character colour for as long as the character is speaking. More commonly, dialogue from the following scene begins before the change of visuals. In this case it may be necessary to prefix with the speaker’s name so that the viewer recognises that the caption doesn't belong to the scene they are currently watching.

4.3 Shot changes
The beginning and end of a caption should coincide with shot changes.

It is often appropriate, especially in drama programs, to time the be​ginning and end of a caption to coincide with shot changes. Programs are of​ten edited so that the visual and audio components coincide, so using the shot changes as a guide to timing captions usually results in good synchroni​sation. However, it is not obligatory to always follow shot changes exactly.

4.4 Reading Speed
A caption should stay as close as possible to the original wording while allowing the viewer enough time to absorb the caption’s contents and still watch the action of the program. 

To meet the second crite​rion, pro​grams for adult viewers are captioned at a reading rate of 180 words per minute, i.e. 3 words per second. However, most speech is con​siderably faster than this. Ideally, all captions should be verbatim. But it is often necessary to reduce the dialogue of a caption in order to meet the read​ing speed without grossly sacrificing synchronisation.

4.5 Minimum duration
Programs should be captioned at an appropriate reading speed for the intended audience.  For adults this is 180 words per minute (ie 3 words per second).

The minimum duration of a caption is 1 second 12 frames. Captions containing one, two, three or four words are 1 second 12 frames in duration. Thereafter, each word is allocated 8 frames. There are 25 frames per second.

4.6 Captioning verbatim
Where time allows, a caption should be verbatim (word for word). 

It is frustrat​ing for lip-readers and people with partial hearing if a caption clearly con​tains less information than is being said. Caption viewers want to receive as much information as hearing viewers. The lan​guage used by the speaker should be retained as much as possible.  Alternative words should not be substituted for the sake of it. The language used should not be changed just to fit everything into a single two-line caption –the sentence should be broken up into two captions or a three-line caption should be used.

4.6.1 Borrowing time
It will not always be possible to synchronise a caption precisely with speech and still have a long enough duration to match the reading speed. One way to avoid reducing dialogue is to bring a caption up early or have it stay onscreen after speech finishes (maximum of 1 second early/late). If there is a pause in dialogue either side of the caption, starting or finishing a caption up to 1 second out of sync is not very notice​able. If someone else speaks, however, accurate synchronisation becomes more important. Also bear in mind that pauses do contribute to mood and characterisation, especially in a drama program, so time should be made for significant pauses even if it means reducing dialogue.

Sometimes it will prove impossible to maintain the sense of a caption and still keep strictly to the reading speed. Maintaining the sense is the priority. In this case it is acceptable to exceed the reading speed by not more than one word (8 frames). This should not be used as an excuse for lazy reduction.

4.7 Reducing Appropriately
The essence of reduction is remaining faithful to the script.  Vocabulary and sentence structure should be preserved as much as possible.

Information, whether factual or of the kind that reveals character should not be lost. The nature of the program is also important: a documentary is gener​ally intended to convey facts, and a drama is generally intended to convey plot and character. In a drama program, characters’ names and colloquial expressions should be retained as often as possible. Specific vocabulary and syn​tactic structures can also form part of the characterisation. Beware of delet​ing material that turns out to be important later – previewing the program helps avoid this.

The register of the language should not be altered–formal lan​guage should not be changed to informal or vice versa. Colloquialisms should not be used such as gonna if the speaker clearly says going to. Conversely, dialogue should not be made to seem un​natu​ral by using overly formal language, e.g. by changing I’ll have to to I must. Always be guided by the nature of the program.

If the original sentence was a whole sentence, the reduction should be a whole sentence. The ommission of articles (the, a, an) should not be used to shorten sentences. Also the subject of a sentence should not be deleted. If timing does require a sentence to be left incomplete, this should be indicated with an ellipsis – and it is essential to make sure that an incomplete sentence makes sense in the context.

The deletion of connecting words should be avoided such as but, so, and, then, which are vital for conveying the logic between one sentence and the next.

If something is reduced by changing one part of speech, make sure that parallel parts are changed as well. For example, having changed the tense of one verb, make sure the rest of the sentence, or a following related sentence, is consistent with that. This also applies to repetition by another speaker.

Example:

original sentences:

Don't you think she’s entitled to a continuing relationship with both parents?

Yes, I do.

reduction:

Isn’t she entitled to a continuing relationship with both parents?

Yes, she is.

If a character speaks two or more sentences conveying different ideas, the word length of both sentences should be reduced and both included in the time given. Do not simply omit one of the sentences.

Certain features of language lend themselves to reduction.

Examples:

Substitute contractions for their full-length form.

could not ( couldn’t

Delete one component of a tautology.

a big, huge dog ( a huge dog

For an idiomatic phrase, substitute a one or two-word term of equiva​lent meaning.

drop off the perch ( die

run-of-the-mill ( ordinary

Delete padding phrases such as you know or well. But don’t delete these if they contribute a significant tone to the sentence, such as irony or re​luctance.

4.8 Onscreen material
If material appears onscreen as well as being spoken, it should not be duplicated in a caption. 

In fact, it is better to draw the viewer’s attention to the visuals. Include as much of the speaker’s wording as is necessary to make a grammatically correct introduction to the onscreen writing, and conclude the caption with a colon. Position the caption to draw attention to the writing, usually by raising the caption above it. If the speaker goes on to say extra material that doesn't appear onscreen, turn this into a complete sentence and caption as normal.

4.9 Correcting grammar
A fundamental principle is that captions should contain the speaker’s exact wording if possible. 

In a drama or infotainment pro​gram, therefore, it is a definite no-no to alter a speaker’s wording simply to bring it into line with conventional grammar. But in a more formal docu​mentary the purpose is to convey information, and the process may actually be hindered if the speaker’s sentence flow is not entirely clear. In this case it is appropriate to standardise the grammar, for example by making all verbs the same tense or altering the verb to agree with its subject. Omitting ‘holding’ noises such as um and er is almost always necessary, and mid-sentence pauses should not be indicated with ellipses unless they are quite long.

If a complex sentence carries over more than four captions, it could be broken down into several shorter sentences to aid comprehension.

4.10 Line and Caption Breaks

Line breaks and caption breaks should reflect the natural flow of the sentence and its punctuation. 

4.10.1 Caption Breaks

Ideally, each sentence should be on a separate caption, unless the sen​tences are very short. Of course, some sentences are too long to fit onto one caption. But if a sentence runs over more than about four captions, for the sake of readability it may be best to break the sentence up into two or more shorter sentences.

It may be appropriate to combine two or three short sentences onto one caption. Each sentence should be kept on a line of its own where possible, however having three sentences on the one caption if it means the middle sen​tence breaks over two lines is very confusing to read.

Examples:

incorrect:
That’s right, good. Just put it


over there. Careful, careful!

An incomplete part of a sentence must never be put on the same caption as another sentence, whether complete or incomplete.

Incorrect caption break

Caption 1
The room was crowded.


I saw the old man

Caption 2
who sold the lady a flower.

Correct caption break

Caption 1
The room was crowded.

Caption 2
I saw the old man


who sold the lady a flower.

4.10.2 Double-text captions
Usually each speaker in a dialogue speaks on a separate caption. However, it is sometimes appropriate to put two speakers on the same caption – if, for example, one asks a question and the other answers. If two speakers speak on the same caption, their sentences must be on separate lines. A sound effect caption can also be put on the same caption as a line of dialogue (but on a separate line).  On quiz/game shows it is the answer should appear as a separate caption.


Hello. What’s your name?





Madge.

4.10.3 Line Breaks
One disadvantage of captions is that they appear and disappear quite rapidly, providing little time for reading and comprehension. Line breaks form a kind of punctuation that can aid the viewer in catching the meaning as quickly as possible. Wherever possible, line breaks should reflect the sen​tence’s syn​tax and meaning. A good line break removes potential ambi​guity and sometimes obviates the need for other punctuation at that point in the sentence.

Captions should never be more than three lines in length.  The preference is for one- or two-line cap​tions to be used.

If possible, all text of a caption should be kept on a single line rather than splitting into two. It’s also better to if all text is kept on two lines rather than splitting into three. Where possible, caption lines should also be similar in length because this makes them much easier to read.

4.10.4 Three-line captions

Three-line captions can be used in programs that contain a lot of information, such as a documentary, where it helps the readability of the sentence by keeping relevant in​formation together; if it reflects the flow of the sentence, especially if splitting into two cap​tions would obscure the meaning.

Example:

But surely you realise

it would've been better

if you'd come to me first.

When must a three-line caption not be used?

· if the text can all be fitted onto two lines;

· if it would result in inappropriate line breaks, and the meaning would be better represented by splitting into two captions;

· if there’s important onscreen information that a three-line caption would obscure;

· if the caption needs to be raised.

Three-line captions should be avoided in drama programs of any kind. Three-line captions should not be used for captions containing more than one person’s speech, but sometimes a very short, rapid response may need to be added to the bottom of a two-line speech. Don’t do this unless timing makes it strictly necessary.


Has anybody ever told you

you have the most beautiful eyes?






Yes.

It is important for readability that all three lines be approximately the same length. A three-line caption should not be used if one line, especially the middle line, would be much shorter or longer than the other two.

4.10.5 Appropriate line breaks

Appropriate places for line breaks include:

Examples:

after a punctuation mark, especially a full stop;


'The Cook, the Thief,

His Wife and Her Lover'


So I heard.

I wasn't actually there, of course.

before and, but, because or a similar conjunction;


The spirit is willing

but the flesh is weak.

after the subject but before the predicate of a sentence;


The principal of the school

wishes to address you all.

before a prepositional phrase;


You should find the file

in the bottom drawer.

after words like think, know, remember when the content of the think​ing, etc. follows.


But I remember

I put it in the bottom drawer.

4.10.6 Poor line breaks
Inappropriate places for line breaks include:

Examples:

interrupting a noun phrase (adjective + noun, article + noun);

incorrect:
Did the shop assistant steal all the


pens?

correct:
Did the shop assistant 


steal all the pens?

interrupting a prepositional phrase;

incorrect:
the slings and arrows of


outrageous fortune

correct:
the slings and arrows


of outrageous fortune

separating a verb + adverb combination (don’t confuse with pre​vious);

incorrect:
a noise that would wake


up the dead

correct:
a noise that would wake up


the dead

if the last word on the top line would be a very short one.

incorrect:
She was annoyed because I


didn't ask her to come with us.

correct:
She was annoyed because


I didn't ask her to come with us.

Sometimes it is necessary to contravene the rules in order to fit all the words of a caption onto two lines. For instance, in the last example above, there is no room to put because on the bot​tom line.

5. Colouring

The purpose of colouring is to help the viewer identify the na​ture and source of the sound represented in a caption.  

This is whether it is a person speaking, a telephone ringing, background music, voices on a television, etc. Each person in a scene is allocated a specific colour that identifies them through​out that scene, and standard colours are used to indicate other regu​larly encountered categories of sound.

5.1 Character Colours

General dialogue text should appear over a black background box.

Character colours are given to people in a scene. Each charac​ter’s speech is coloured consistently in their identifying colour, and so are any sounds they might produce, such as laughing or switching off a CD player.

White, yellow, cyan and green captions on a black background should be used for speech.

White captions should be used as much as possible.

In order of greatest clarity of transmission, the possible foreground (ie text) 

colours are:

white

yellow

cyan (light blue)

green

Since white is the most readable colour, it should be used the most of​ten. Yellow should be used in preference to cyan. The use of green should be minimised. No other colours should be used on a black background for any reason.

The main character in a program is normally allocated the col​our white throughout. A second main character is normally yellow. If there is no main character, or the main character doesn’t appear in a scene, the speaker who says the most should be white. Colour alloca​tion should re​main consistent from scene to scene if possible (especially when one scene is simply a continuation of the previous one), but colours should be changed if the scene would otherwise have little or no white and lots of cyan and green.

In a scene involving four or fewer speakers, one colour should be allocated to each speaker, and colours should not be duplicated during that scene or  a character’s colour changed part way through. In a scene with more than four charac​ters, colours will need to be repeated. The same colour should not be used twice in suc​cession for different characters; if necessary, change a character’s allocated col​our to avoid this.  Prefix with the character’s name if the colour change is confusing.

At the start of a new scene, it is better not to repeat a colour that has just been used for a different character. However, the same col​our can be used for consecutive captions across a scene change if it’s clear that there is a change of character: if both the last speaker of scene 1 and the first speaker of scene 2 are easily identifiable on screen, or by prefixing with the second speaker’s name.

5.2 Narration
The narrator of a documentary is coloured white.  If the program consists of a series of unrelated segments, the narrator in each segment is also white. Sometimes there may be a main narrator and a sec​ond​ary narrator; if this would cause confusion, the secondary nar​rator should be coloured yellow.

Interviewers are normally white and interviewees yellow or cyan. However, occasionally the interviewee is the program’s focus and does most of the talking, in which case he/she should be white.

If a character/speaker in a drama program also narrates the program, both dialogue and narration should be in the character colour unless this would confuse the viewer (for example, if the character speaks in the scene and simultaneously delivers a voice-over narra​tion). In this case, the narration should be white with a blue background. This also applies to internal mono​logue, when a character’s thoughts are audible.

5.2.1 Radio colours

For speech delivered via radio, P.A. system, two-way radio, computer, tape-recorder, intercom or answering machine, preface with the source (e.g. RADIO:) and colour red on a yellow background. A second voice can be coloured blue on yellow.

If the character speaking on radio/P.A./tape appears onscreen at some point during the scene, a character colour should be used instead of red on yellow.

5.2.2 Newsreels/television
Brief snippets of newsreel or television footage (3-4 captions) should be coloured white on a blue background and prefixed with the source (NEWSREEL: or VOICE-OVER: or TELE​VI​SION:). Other speakers can be coloured yellow on blue and cyan on blue (but green on blue should be avoided).

If newsreel or television material occurs frequently in the pro​gram, normal character colours should be used because they are easier to read. In a scene where dialogue on television alternates with dialogue in the scene it​self, the blue background is important for dis​tinguishing between the two.

5.2.3 Recaps/previews
Drama series sometimes begin with a recap of previous epi​sodes or end with a preview of the episode to follow. If this is intro​duced by a voice-over (Previously on... or Next time on...), the voice-over should be coloured white on a blue background. There is no need to prefix with anything. The actual snip​pets of dialogue in the recap/preview should be in normal character colours.

5.2.4 Recollecting
When a character is remembering somebody else speaking, white/yellow/cyan on a blue background should be used and prefixed with the speaker’s name in all caps. A similar dramatic technique is to have a character reading a letter but the voice is that of the letter-writer. Again, white/yellow/cyan on blue should be used and prefixed with the speaker’s name in all caps.

6. Positioning

6.1 General Standards

Positioning should be used:

· to identify who is speaking, especially when there are several charac​ters in the scene;

· to identify who is being spoken to;

· to locate the direction that offscreen speech or sound is coming from;

· to avoid obscuring important information on the screen, e.g. supers, graphics or activities, or the speaker’s lips.

There are two types of positioning: vertical and horizontal.

6.1.1 Vertical positioning
Captions should be positioned at the bottom of the screen unless doing so would ob​scure a significant element in the visuals. In such cases, the caption should be raised high enough to reveal information. The caption should be raised if it obscures:

· credits, supers (e.g. a plant name), translation captions, or other text (e.g. a transcript of what is being said);

· a logo, map or other graphic;

· important action or other element of the visuals;

· the speaker’s lips (to help lip-readers);

· a person’s eyes.

Examples:




Figure 1

When raising a caption, lift it just above the element being avoided. If this would obscure the speaker’s lips, try to find another suitable position so that lip-readers aren’t handicapped. In some cases, top-screen positioning will be required (see Figure 1).

Sometimes a sequence of onscreen elements (e.g. opening credits) will appear at different places. In this case, try to find a sin​gle satisfactory position for all captions rather than have them jump around the screen.




Figure 2

Sometimes it will be impossible to posi​tion a normal caption without it covering some​thing on the screen. Consider breaking a two-line caption down into two captions each of one line, or making each line very short so that the caption will fit into a narrow space (see Figure 2).

Don’t use a three-line caption if it will need to be raised. This ob​scures too much of the screen.

6.1.2 Horizontal positioning

The purpose of horizontal positioning is to identify the speaker or sound source by showing its approximate location. When positioning, keep in mind what will achieve this identification quickest for the viewer. Gener​ally, captions are positioned beneath the speaker/sound source.

If the speaker/sound is offscreen, the caption should be positioned at the side from which the sound comes (i.e. far right or far left).

If a caption is identical or nearly identical in wording to the one that precedes it, it should be positioned slightly differently so that the change is visible –it should be moved sideways by one or two places.

6.1.3 Justification



Figure 3




Figure 4




Figure 5

Captions comprising two or three lines of text need to be justified left, right or centred as well as positioned. The justification is the side on which the lines are even (see figs 3-5). Justification is used to indicate who the caption is being addressed to – the uneven side points towards the ad​dressee. If the speaker is addressing people on either side or is speaking directly to camera, the justification is centre (uneven on both sides).

6.1.4 Dialogue

Position the caption beneath the speaker. It should be justified according to who is being spoken to.




Figure 6




Figure 7

In a normal two-person dialogue, it is easiest to position the caption 
far left or far right – it will still be positioned under the speaker (see figs 6-7).




Figure 8

If the caption is very short, it must not be isolated at the extreme left or right of the screen, where it is easy to overlook. It should be moved right under the speaker (see Figure 8). The line of a speaker’s nose and mouth should be used as a guide to positioning. If the speaker is addressing some​one to the right, it should be placed slightly to the left of this line, and vice versa.




Figure 9

When there is a group of people onscreen, the caption should be positioned directly under the speaker.

Example (see Figure 9):
A woman is standing between two other people and address​ing the person to the right. Her caption should be positioned at about the centre of the screen and justified left.

If a character converses with an offscreen character, position and justify so that the caption points offscreen in the direction of the unseen ad​dressee.

6.1.5 Double-text captions



Figure 10

When two people’s dialogue appears on one caption, position each line under the relevant speaker (see Figure 10). Overlap the lines slightly. Don’t have the edges of the two lines flush on either side, or the caption may look like a justified two-line caption. It’s best to avoid double-text captions where the two lines both almost fill the entire line.

It is occasionally acceptable to have a three-line caption consisting of two lines from one character followed by one line from another. In this case, justify and position the two-line speech appropriately and then position the third line, making sure it overlaps.

6.1.6 Moving speaker
Difficulties arise when the speaker moves around or if the camera angle changes. The best place for a caption is where the speaker starts speaking, because then the identification between caption and sound source occurs straightaway. If the character moves quickly to the new position, however, it may be clearer to the viewer if the caption comes up where the person moves to. Sometimes, if a speaker is moving around rapidly, the best solution is to centre the caption and possibly even prefix with the speaker’s name.




Figure 11

Example (see Figure 11):

Speaker begins dialogue on right of screen, addressing someone in centre. Halfway through line of dialogue, speaker moves from right to left.

6.1.7 Reverse shots
Sometimes shot changes occur in which the camera moves from face-on shots to back or looking-over-the-shoulder shots. If this type of shot is only a one-off shot, keep the captions in the established positions, because the viewer is mentally associating character and screen position.

Example: People in a car.

The perspective may switch repeatedly from looking at them through the windscreen to their point-of-view shot looking out. Decide which position is more frequent, and leave the captions there.

6.1.8 Telephone calls



Figure 12

If only one person in a telephone conversation is seen, treat the telephone re​ceiver as the person with whom the character is conversing; position and justify as for nor​mal dialogue (see Figure 12).



 Figure 13




Figure 14

If both people in the telephone conversation are seen, positioning can be tricky. Use the location of the people rather than the telephone re​ceivers as the main guide to positioning and justification, because this is con​ceptually easier for a viewer to grasp. If the speak​ers are on opposite sides of the screen, position and justify as normal (see figs 13–14). If the speak​ers are on the same side of the screen, still try to keep the captions on opposite sides unless this would look ridiculous. Settle on a positioning for the entire scene and stick to this even if the visuals cut between the two peo​ple. Don’t move the captions around just because the two scenes show the receiver in a different place to the positioning of the actual speaker.

6.1.9 Speaking to camera

Any speech addressed directly to camera should be justified centre, even if it interrupts a conversation with another person. If the person is alone onscreen, position centre as well; if they have company, position under the speaker.

Example: Glenn Ridge and Nicky Buckley.

Glenn is talking to Nicky about Amnesty International. If he turns to the camera and says, “Make sure you buy your badge tomorrow,” this sentence should be justified centre.

6.1.10 Singing, poetry, soliloquy

If singing or quotation of poetry is directed to another person or persons, position and justify as for normal speech. If it isn't directed to any​one in particular, position and justify centre, regardless of the speaker’s screen location. Interior monologue/soliloquy is always positioned and jus​tified centre.

6.1.11 Documentaries
6.1.11.1 Narration

Narration is positioned and justified centre, whether or not the narrator/presenter is visible.

6.1.11.2 Voice-overs
A voice-over is the narration on a newsreel, etc. included within a program. Voice-overs should be positioned and justified centre.

6.1.11.3 Other speakers
As a rule, only the narrator/presenter is ever centred in a documen​tary-style program. All other speakers, seen or unseen, are positioned and justified left or right. Such speakers may include interviewees, ‘talking heads’ giving opinions, people reading historical documents or pretending to be a historical figure, etc.

Position and justify left or right depending on where the person is placed on the screen. If the speaker is not visible, position according to where they were last seen, or where they are about to appear. If the speaker never appears at all, choose one side or the other depending on where the previous speaker has been positioned. If at all ambiguous, prefix with the speaker’s name.

The only exception to the above rule is when someone speaks di​rectly to camera. This is usually obvious from the direction they are looking and from what they are saying.

6.1.11.4 Dialogue/interviews

Dialogue in a documentary is treated exactly as in drama programs. An onscreen presenter who switches from narration to dialogue is posi​tioned and justified left or right as appropriate.




Figure 15




Figure 16

Interviews are a special kind of dia​logue. If both interviewer and in​terviewee speak, position as for normal dialogue ac​cord​ing to where the speakers are placed on the screen (if the interviewer is offscreen, you will need to judge his/her position by the direc​tion of the interviewee’s gaze, see figs 15-16). If only the interviewee speaks, still position as if ad​dress​ing the unseen interviewer. Do not centre what the inter​viewee says.

7. Sound Effects
Sound effect captions make an important contribution to the deaf or hearing impaired viewer’s appreciation of a program.  

Any noise or music that advances the action, contributes to characterisation or adds atmosphere should be captioned.

But resist the temptation to overuse sound effects. Not every back​ground noise is significant. Too many sound effects are repetitive and dis​tracting. Don’t use a sound effect caption if:

· the visuals convey the same information effectively (e.g. a charac​ter visibly laughing, or the puff of smoke from a fired gun);

· there's a lot to look at on the screen (e.g. a fight scene);

· you've already established the atmosphere with previous sound effect captions.

7.1 General Sound Effects

General sound effects comprise incidental music, and any sounds not made by a character in the scene. Use a general sound ef​fect caption when:

· something inanimate is making the noise;

· the people making the noise aren’t important to the action
(the noise itself is more important than its source);

· the person making the noise hasn’t yet been identified;

· incidental music plays.

Standards for general sound effect captions are:

· All letters upper case

· No end punctuation (except for words like BANG! or CRASH!)

· Blue letters on white background

· Position according to where the sound is coming from, if known; otherwise position and justify centre

· Time the caption to start as soon as the sound begins. Where possible, give sound effects captions a generous duration, especially if the sound effect it​self is audible for some time (3 seconds is a good benchmark).

LAUGHTER
PHONE RINGS

DOOR SLAMS
HELICOPTER APPROACHES

KNOCK AT DOOR
RAP MUSIC PLAYS

ENGINE STARTS
DISTANT RUMBLING

BAND PLAYS ‘HAPPY BIRTHDAY TO YOU’

Use the format NOUN + FINITE VERB whenever a specific/identified object is making the noise:

CHOIR SINGS

7.2 Character Sound Effects

Character sound effects are those made by an established or visible character (including animals if they play a significant role in the scene). Standards for character sound effects are:

· In parentheses

· Normal capitalisation (usually only first letter)

· No end punctuation

· Character colour of character making the noise

· Position as for speech (usually under the character)

· Use the format (noun/pronoun + finite verb). If only one, clearly identified, character is making the noise, omit the noun.

· (Gasps)
(Cackles maniacally)

· (Sobs)
(Rewinds answering machine)

· (Baby cries)
(Barks wildly)

· (Plays 'Chopsticks' tentatively)

7.3 Sounds made by people

When a sound is made by people, it is sometimes difficult to tell whether to use a general sound effect or a character sound effect.

Always use a character sound effect if:

· a known character or characters is making the sound; or

· the camera pays attention to the person/people making the sound.

For example, if the scene is of the interior of a church, the correct caption is probably:

CHOIR SINGS

If the camera then focuses on the choir, the caption should be (in a character colour):

(Choir sings)

Animals

If the character is an animal which you can see and identify:

(Dog barks)
(Benji barks)

If it isn't a particular animal making the noise, consider it a sound ef​fect and use:

DOG BARKS
DISTANT BARKING

7.4 Including information
A caption viewer should not receive any more information than a hearing viewer would get.  

For example, if a character has been established in a scene and you then hear them pacing around offscreen, the correct caption is:

(Miranda paces back and forth)

But if you just hear unidentified footsteps approaching, the correct form is:

FOOTSTEPS APPROACH

The same principles apply for e.g. BANG! versus GUNSHOT or CRASH! versus VASE SHATTERS.

7.5 Identifying Speakers and Delivery Styles
7.5.1 Identifying speaker(s)
Sometimes the identity of the speaker or source of sound is not ob​vious from the visuals, even though it is clear to a hearing viewer. In this case, prefix the caption with the name or description of the speaker or source of sound. Appropriate times to identify the speaker in this way are:

· if the speaker isn’t visible and hasn't yet been established in the scene, and will not become visible during the course of the caption (especially at the start of a scene);

· in a scene with many people;

· when the speech is delivered in an unusual fashion, e.g. over a two-way radio or as an impersonal voice-over.

Write the identifying prefix in all capital letters, followed by a colon and space before the text of the speech.

Use this style to identify a speaker or source of sound. Don't use it for de​scription of how dialogue is delivered.

FIONA: How are you today?

BILL:
YOUNG GIRL:
INTERPRETER:

ALL:
ALICE ON RADIO:
SONG: #

BOTH:
McKENZIE:
VOICE-OVER:

7.5.2 Describing speech delivery

Sometimes it is important to describe how dialogue is deliv​ered, ei​ther the tone or the actual manner of delivery. The format is similar to char​acter sound effects: lower-case, enclosed in parentheses, at the beginning of the caption. Use either an adverb (quietly, hesitantly) or a finite verb (yells, mutters); occasionally a noun phrase is more economical (Irish accent). In​clude the speaker’s name or description if he/she is not easily identified.

Don’t use this style just to indicate the speaker/source of sound.

(Quietly) I guess it’s all over between us then.

(Dryly) That’s not what I heard.

(Sobs) I can't believe he’s gone forever.

(Thinks) I’ll have to confess that.

(Carole laughs) You've got to be kidding!

(Crowd yells) What do we want? Justice!

(Imitates James Cagney) You dirty rat!

(Sinatra sings) # If I can make it there... #

7.5.3 Sounds Made by Characters
In order to maintain consistency throughout a program, use a standard spelling for different sounds made by characters – sounds that aren’t words but can still be spelt out, such as oh, hmm, whoa.

8. Miscellaneous Standards
8.1 Songs
A # or * should be used to indicate a song lyric, analogous to the use of quote marks to indicate a quotation.

Songs are sometimes sung by characters in a scene. More usu​ally, however, the song is used as background music to provide mood or atmos​phere.

8.1.1 Timing

Caption at 180 words per minute. If the lyric is well-known, it may be appropriate to caption closer to verbatim. Since most songs are sung at slower than 180 words per minute, putting each line (however short) onto a caption of its own usually gives the best synchronisation.

8.1.2 Song sung by character(s)
If the song is being sung by a character as part of a scene:

prefix: If the singer is visible, prefix the first caption with (Sings). If the character is offscreen, prefix the first caption with e.g. (Madonna sings) or (Woman sings).

colour: Use the character’s colour if established, or allocate an ap​pro​priate character colour.

positioning: Position under the singer, or centre if the singer’s loca​tion isn’t known. Justify centre unless the lyric is being sung to an​other charac​ter. Position a duet as for dialogue. If the song is being sung by a group of characters, position under them and justify cen​tre.

8.1.3 Background music
If the song is being used as background music:

prefix: Prefix the first caption with SONG: unless the singer is some​one well known, in which case e.g. (Frank Sinatra sings) may be more ap​pro​priate.

colouring: Choose a colour that isn’t being used by a speaker in the scene (preferably white or yellow). If the lead singer and chorus (or melody and harmony) are distinct, it may be appropriate to use dif​ferent colours for each. Two differently coloured lines on the one caption should each begin with a #.

positioning: Position and justify centre.

8.1.4 Punctuation
Minimise the punctuation of songs. Don’t use any end punc​tuation except on the final caption, unless the lyric requires a question or exclama​tion mark.

Each line of a song begins with a capital letter. If two lines of the song appear on the one caption, both lines are capitalised. But if the one song lyric merely happens to continue onto the second row of a caption, don't capitalise the second row.

caption 1
SONG: # I see a little
silhouetto of a man

caption 2
# Scaramouche, Scaramouche

caption 3

# Will you do the fandango?
Thunderbolt and lightning... #

8.2 Foreign Language Speech

8.2.1 Representing speech
Dialogue in a foreign language (as opposed to a foreign word or phrase embedded in normal English speech) should be captioned in exactly the same way as English – verbatim if possible. 

Ask a fluent speaker of the language to do the captioning or verify your work. Colour, position and time as usual. Don’t enclose the dialogue in quote marks.

If it isn't possible to caption the actual words, identify the language as closely as possible and indicate speech with (Speaks x). Use a normal char​acter colour and position under the speaker.

(Speaks Swahili)
(Speaks Aboriginal language)

If the meaning or tone of the speech is clear, indicate this in the caption. In dialogue, try to give some idea of the flow of conversation.

(Barks order in Chinese)
(Speaks angrily)


(Asks question in Slavic language)
(Replies)

8.2.2 Translation/interpreting

Foreign-language speech is often accompanied by a verbal transla​tion. Begin by indicating the actual speaker and language as in cross-reference above.

If the translation comes from an interpreter who is part of the scene (present with the foreign-language speaker), prefix the translation captions with INTERPRETER:. Choose a different colour to that of the original speaker, and position under the interpreter.

If the translation has been dubbed in later, prefix the translation captions with TRANSLATION:. Use the same colouring and positioning as for the actual foreign-language speaker.

8.2.3 Existing translation captions
Sometimes there will already be onscreen translation captions for foreign-language speech. In this case, just provide a caption indicating the language being spoken, as above. You will probably need to raise this above the onscreen captions.

8.2.4 Spelling Rules for Foreign Languages

Verify the spelling of all foreign words, either in The Macquarie Dic​tionary or in a foreign-language dictionary.

Ignore all diacritical marks, because the teletext font doesn't allow for them (don’t use e to represent an umlaut).

8.3 Delicate Material
8.3.1 Obscenities
Swear words should appear as they do on the soundtrack.

Deaf and hear​ing im​paired viewers expect to see exactly what their hearing counterparts are hear​ing. If an obscenity occurs in a video, spell it out. However, TV sta​tions are noticeably wary of airing strong obscenities in their programs. If the word is bleeped, caption as f---, f-----g, etc.

8.3.2 Defamatory Material
In programs where attacks are made on individuals, groups, compa​nies, etc., sections containing language of conceivably defamatory or libel​lous nature should be handled with great care.  Such sections should generally be captioned verbatim, even if this means an increase in the reading rate.

If a person’s name has been bleeped from a program for legal rea​sons, caption *****.

He said, "*****, give me the gun."

8.4 Credits and acknowledgements

All captions should include a caption credit at the end of the captions identifying the name of the organisation that produced the captions.

9. special standards

9.1 Children’s Programs

9.1.1 Timing

Children’s programs should be captioned at 120 words per minute, unless they are primarily for younger audiences.  In this case they should be captioned at 90 or 60 words per minute, as appropriate.

Deaf and hearing impaired children generally have a more limited reading ability than hearing children of the same age. So programs for chil​dren are captioned at a slower reading rate than programs for adults – nor​mally 120 words per minute, but occasionally 90 or even 60 words per minute depending on the target age group. This obviously means that con​sid​er​able reduction is required. Some other standards also differ from those for adult programs to take into account the needs of younger viewers.

9.1.2 Reduction

Depending on the reading speed, you may have to omit words and even whole sentences when reducing. Preview the program in advance to de​termine its themes and the basic storyline – you will then know what can or can’t be left out.

In a children’s program, reductions should never be more compli​cated than the original wording. 

It is always better to exceed the reading speed and be clear than to reduce a sentence to something less clear (though this is not an excuse for lazy reduction). When reducing, don’t introduce:

· abstract terms where the original used a simpler term/explained the idea;

· non-standard contractions;

· an ungrammatical/incomplete sentence where the original was gram​matically correct;

· a series of adjectives attached to a noun where the original was a series of phrases/sentences;

· pronouns where the original spelt out the name/noun.

9.1.3 Contractions

In children’s programs non-standard contractions should not be used.

Use The Macquarie Dictionary as your guide to what consti​tutes a standard contraction. Don’t use contractions that consist of a com​mon or proper noun followed by ’s, ’d or ’ll.

Acceptable: (Note: this list is not exhaustive.)

can't, don’t, won’t, didn’t, doesn’t, isn’t, wasn’t, hasn’t, hadn’t, haven’t, aren’t, weren’t, shouldn’t, couldn’t, wouldn’t, mightn’t, mustn’t
it’s, he’s, she’s, I’m, you’re, we’re, they’re
I’ll, you’ll, she’ll, he’ll, we’ll, they’ll
I’ve, you’ve, they’ve, must’ve, should’ve, could’ve, would’ve, might’ve
I’d, you’d, he’d, she’d, they’d
let’s, what’s, who’s, that’s, there’s

Unacceptable:  nothing’s, Kylie’s, the cat’d, Peter’ll, how’s, etc.

9.1.4 Songs

All songs should be captioned at 120 words per minute for all children’s programs (60wpm, 90wpm and 120wpm). Other standards, including punctuation, should be the same as for adult programs. 

9.2 American Captions
Most American programs have existing caption files which can be reformatted to make them suitable for broadcast on Australian television.

Converted American captions should be changed as little as possible. 

There are some alterations that we need to make because of the differences between Line 21 and teletext captions, but for the most part the appearance of captions should be left alone and the timing should reflect American standards.

9.2.1 Layout
The general layout and style of American captions is:

· Captioned on 37 characters per line.

· Text is white and in all capital letters, except sometimes for prefixes and sound effects.

· Captions are positioned closely under the speaker. They may cover onscreen credits or screen action. All captions are left-justified. Lines are quite short, and many captions have three lines.

· For names of movies and songs, emphasis, etc., italics are sometimes used. The control codes for this are lost in the conversion process, or other keyboard characters are substituted.  Delete these other characters.  Insert single quote marks around names of movies etc, as outlined in 3.1.3.

· There may be no breaks between words if the italics control codes have vanished. Reinsert the word breaks.

· Delete any stray letters that may be left over from US control codes.

· Put # or *around song lyrics following the usual rules, but don’t prefix with SONG: or insert any other punctuation.

· Don't change spellings, even if there’s a mistake.

9.2.2 Content

Add extra dialogue if chunks are missing because a different cut of the program has been received from the one that was originally captioned. How​​ever, don't add occasional lines that the original captioner may simply have ignored.

Delete chunks of dialogue that don't appear in our version of the program.

9.2.3 Credits

The credit of the original captioning company, and any copyright credits should be kept at the end of the captions.

US captions come to us with a number of credit captions. Keep the credit of the original captioning company, and the copyright credit if there is one. Delete all other credit captions, especially US sponsorship credits. Don’t add a local captioning credit.

Between the end of the program and the onscreen credits, there may be blank space for the following week’s teaser (which will be added later). Don’t insert the credits in this blank space.

9.2.4 Timing
Synchronise – don't worry about strict adherence to the 180 words per minute reading speed. Just have the caption on the screen for a reasonable length of time.

Most US shows are captioned to match the shot changes.

9.3 British Captions
British captions are in teletext format and do not have to be altered except as required for transmission.

British captions, like Australian captions, are in the same format.  They have the following features (none of which should be altered, even where they differ substantially from general standards):

· Captions are coloured.

· Captions are positioned but not justified. They may cover the credits.

· Captions are timed, and essentially need only range-adjusting.

· Some captions are add-ons. The first line of a caption comes up, then other lines are added under it. All lines disappear at the same time.

10. Live captioning - news and current affairs

10.1 Introduction

The nature of captioning live-to-air news and current affairs programs is that a major challenge is to supply captions that are not too far behind the on-screen speaker.  In some cases this can require a simplifcation of the standards that apply to pre-recorded programs, particularly in terms of reduction and colouring.  However, where possible, captions following normal captioning standards should be provided.

This section outlines the areas of difference for live captioning, otherwise normal captioning standards should be followed.

10.2 General Grammar and Presentation

10.2.1 Colloquial/dialect speech

Dialect/colloquial spellings should be avoided except in the case of words that only exist in a ‘non-standard’ form. The purpose of a news bulle​tin is to con​vey information, and the content of the speech is much more impor​tant than the way it is spoken. With the exception of contractions, newsreader’s or reporter’s speech should always be spelled formally.

10.3 Timing and Reduction

In the case of news bulletins, captions should basically be a verbatim transcription of what is being said. It is also necessary to caption significant non-verbal sounds.

10.3.1 Basic reduction

Most of the content of a news bulletin is spoken at a pace slow enough for reading, but the speech of a fast speaker may sometimes need reducing (editing down).

The standard reading speed of 180 words per minute (3 words per second) should be maintained where possible.  Newsreaders and reporters gener​ally speak at about this speed anyway, so scripted material such as this should be captioned verbatim. The occasional omitted word or slight rephrasing is acceptable provided that the meaning is not altered and all the information is included. This might be necessary not so much for reading speed but when forced to type a tape story in a very short time.

Examples:
original:
Witnesses report more than 150 injuries.

change to:
Witnesses report over 150 injuries.

original:
The Prime Minister of Britain, Mr Tony Blair,


today said...

change to:
British PM Tony Blair today said...

Speakers in grabs will often speak much faster than 180 words per minute, especially if they aren’t used to producing soundbites for the cam​era. Captioning verbatim might then produce a caption that is unaccept​ably fast. In this case the wording should be reduced.

10.3.2 Reducing appropriately

Information should not be deleted. 

This usually equates to facts such as not changing in the capital, Kinshasa to in Kinshasa.   When reducing grabs, the speaker’s personality should be preserved.

Any suggestions of doubt that are scripted into a link or story should not be removed.

This includes phrases such as it has been reported that, may be, apparently, opponents claim. In par​ticular, words that could compromise the legal status of the bulle​tin should never be removed, such as allegedly.  However, it is acceptable to remove words such as I think from the content of a grab, because it is assumed that a person ex​presses his or her own opinion.

10.3.3 Correcting grammar

A fundamental principle is that captions should contain the speak​er’s exact wording if possible.  But the purpose of a news bulletin is to con​vey information, and the process may actually be hindered if the speaker’s sen​tence flow is not entirely clear. 

Especially in grabs, it may be ap​propriate to standardise the grammar, for example by making all verbs the same tense or altering the verb to agree with its subject. Omitting ‘holding’ noises such as um and er is almost always necessary, and mid-sentence pauses should not be indicated with ellipses unless they are quite long.

Some journalists have a tendency to use run-on sentences. If a com​plex sentence carries over more than four captions, it may be better broken down into several shorter sentences to aid comprehension. Sentences that have no finite verb may need changing, but it should be established that the sentence is not in fact just a continuation of what comes before.

Examples:
original:
The defending champion pulling out


some miraculous shots.

change to:
The defending champion pulled out


some miraculous shots.

10.3.4 Cueing Captions to Air

Captions should be synchronised with speech so that the two are simultaneous. This preserves the relation between sound and visuals for the caption viewer. It also assists people who lip-read or have partial hearing, who may use the Captions simply as an aid rather than their primary means of fol​lowing the audio.

The change of  captions between one story and the next should ideally be timed to the precise point where the visuals change. This includes the transition from link to tape story as well as that between the end of one story and the begin​ning of the next. Within a tape story, the captions of grabs should not hang over into the next scene, where they don’t belong.


10.4 Colouring

10.4.1 Newsreader and reporters

White is the most readable colour, so it is used the most often. The newsreader is always coloured white; so is the sports and/or weather pres​ent​er if there is one. The re​port​er on a tape story is also always white, even when ask​ing questions as an interviewer. 

10.4.2 Grabs

Speakers in grabs (soundbites) are coloured yellow, cyan or green. Yellow should be used in preference to cyan; green should only be used if a third colour is definitely needed.

If the same speaker speaks more than once in a tape story, the same colour on each appearance should be kept. If there are several speakers, it should be alternated between yellow and cyan to distinguish between them, especially if one grab follows directly after another. But if there are several unrelated, non-consecutive grabs, yellow can be used for each of them.

When two people speak on the same caption, they should be different colours.

10.4.3 Newsreels/television

A clip from a movie or television program, or an old newsreel, is occasionally incorporated into a tape story. If it is important to distinguish this from the story as a whole, brief snippets of speech (3–4 Captions) can be coloured white on a blue background and prefixed with the source (NEWSREEL: or VOICE-OVER: or TELE​VI​SION:). Other speak​ers can be coloured yellow on blue and cyan on blue (but don't use green on blue). Generally speaking, however, normal character colours are all that is neces​sary provided that prefixes are done appropriately.

 
10.5 Positioning

10.5.1 Supers
It is important that supers are not covered by captions.  There are specific conditions that must be noted with supers on news bulletins.  Most supers (labels that indicate location and speaker’s name) do not appear on the tape of a story but are transmitted live. Only stories packaged by an overseas news agency will have supers already on the tape. However, details of all supers for the network’s own stories should be available to captioners.

10.5.2 Graphics/screen action

Some stories, especially weather, sports and backheads, will have on​screen graphics giving pertinent information.




Figure 1

If the information in the voice-over would simply duplicate what's on the screen, don't caption it at all.

If the voice-over must be captioned, you will need to be careful with positioning. A single sports score will only occupy the middle of the screen, so a 2-line Caption should fit underneath. For a whole page of sports scores, however, the Captions will need to be raised. Some screen action (e.g. a golf shot) may also be obscured by Captions. Top of screen (line 1) is usually the best alternative position. However, make sure there will not be a super here.

Sometimes a sequence of onscreen elements will appear at different places. In this case, try to find a sin​gle satisfactory position for all captions rather than have them jump around the screen.




Figure 2

Sometimes it will be impossible to posi​tion a normal caption with​out it covering some​thing on the screen. Consider breaking a two-line caption down into two captions each of one line, or making each line very short so that the caption will fit into a narrow space (see Figure 2).

Don’t use a three-line caption if it will need to be raised. This ob​scures too much of the screen.

10.5.3 Horizontal Positioning

The purpose of horizontal positioning is to identify the speaker or sound source by showing its approximate location. News standards for hori​zon​tal positioning are similar standards to drama, where posi​tion​ing is important for helping viewers understand who is speaking in dia​logue. In news bulletins, the main purpose of horizontal positioning is to alert the viewer when somebody other than the journalist speaks.

10.5.3.1 Newsreader/reporter

The newsreader is always positioned and justified centre, as are sports and weather presenters. In a tape story, the reporter’s narration is also always centred. This rule applies whether or not the speaker is visible. The sole exception is if the reporter or newsreader is inter​view​ing somebody else. 

10.5.3.2 Voice-overs

A voice-over is the narration on a newsreel, etc. included within a tape story. Voice-overs should be positioned and justified centre (but not coloured white).

On rare occasions, e.g. the Queen’s speech, the speaker may be speak​ing direct​ly to camera. This is usually obvious from the direction they are looking and from what they are saying. In this case it may be appro​pri​ate to centre the captions (but they should not be coloured white).


10.6 Sound Effects

Noises or music sometimes even become the focus of a news story, and the caption viewer needs to know about them.  In addition, sounds made by people on screen are sometimes significant enough to need captioning.

A sound effect caption should be provided if:

· the sound is referred to in the story’s voice-over (e.g. “The sound of mortar explosions could be heard right across the city”);

· the sound complements or explains the visuals (e.g. music accompany​ing a dance troupe, gunfire causing soldiers to duck);

· the voice-over pauses for 2 seconds or more and there is meaningful background noise (this assists the person sending the bulletin to get the synchronisation right);

· a person on screen makes some kind of utterance that is non-verbal or indistinct., such as: (Laughs)
(Whispers inaudibly)
 (Barks command)

A sound effect Caption is not always necessary: not every back​ground noise is significant, and too many special effects can be repetitive.  

A sound effect caption should not be used if:

· the visuals convey the same information effectively (e.g. a charac​ter visibly laughing, or the puff of smoke from a fired gun);

· you've already established the atmosphere with previous sound effect captions (e.g. background music).

10.7 Foreign Language Speech

News bulletins generally have five different techniques for hand​ling speech in a foreign language (as opposed to a foreign word or phrase embed​ded in normal English speech): untranslated, interpreted, trans​la​tion captions, dubbed translation and reporter’s quotation.

10.7.1 Untranslated speech

Short, unimportant snippets of foreign language speech may be left untranslated. If the language and what is being said are both known. These should be captioned as normal (including colouring and positioning) and not enclosed in quote marks.

Usually it won’t be possible to caption the actual words. Instead, the language should be identified as closely as possible and speech indicated with (Speaks x). A normal char​acter colour and position under the speaker should be used.

(Speaks Swahili)
(Speaks Aboriginal language)

If the meaning or tone of the speech is clear, this should be indicated in the caption. In dialogue, some idea of the flow of conversation should be given.

(Barks order in Chinese)
(Speaks angrily)


(Asks question in Slavic language)
(Replies)

10.7.2 Interpreted speech

There may be an interpreter giving the translation who is part of the scene (present with the foreign-language speaker). This should start with an indication of the ac​tual speaker and language. Then the translation captions should be prefixed with INTERPRETER:.   A different colour should be chosen to that of the original speaker, and the caption should be positioned under the interpreter.

10.7.3 Translation Captions

If there are translation captions, there is no need either to indicate the language being spoken or the fact that the onscreen captions are a translation. In other words, no caption is shown at this point.

10.7.4 Dubbed translation

If a translation is dubbed in, the caption should state what is said.  It should be coloured and positioned as if the ori​gin​al speaker was speaking. There should be a super to indicate that the speech is a translation; if not, it should be prefixed with TRANSLATION:. If the foreign speaker speaks for several seconds before the dubbed trans​lation begins, a caption should be included indicating the language.

10.7.5 Reporter’s quotation

Sometimes the reporter will speak the translation as part of the voice-over. In this case, it should be treated as a normal quotation.  If the foreign speaker speaks for several seconds before the reporter speaks, a caption should be included indicating the language.
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This caption�is centre-justified.
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Caption�has to go�down here.







Lots of onscreen writing over here that mustn’t be covered by captions.
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Caption�has to go�down here.







Lots of onscreen writing over here that mustn’t be covered by captions.
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Onscreen graphic here







Caption has to go up here.
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Onscreen graphic here







Caption has to go up here.
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This caption�is left-justified.
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I see.
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So how’s business going�these days, mate?
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This caption�is right-justified.
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Can’t complain.
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Not too bad, mate.



And yourself?
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Gone shopping.







Where’s Mum?







Speaker 2







Speaker 1
















_960016129.doc
���������������



Would you like�some tea?
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Stay there.�I’ll answer that.
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Perfect. Not a cloud in the sky.
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What’s the weather like�where you are?
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Do you feel ‘Neighbours’ reflects�this nation’s cultural life?







Offscreen interviewer
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Popular culture is the only�true mirror of a society.







Offscreen interviewer
















