Guidelines for Transcribers

It will be useful for the reader to have as many cues as possible that will enable reading it with some of the meanings of when it was taped. The following are conventions that could help this and also storing the transcript and information about it.

1. Use the abbreviation INT for the interviewer and RES for the interviewee (respondent). Bold type is helpful in reading the script, although it won’t show up in programmes like Atlas ti . An indentation could be used to distinguish between speakers so that it can be used with theAtlas ti. Programme.

2. For security the top sheet containing all interview information should be on a separate piece of paper, which will be removed and stored separately. The top sheet and the transcript should be matched by coding.  For example 001POL for Policy people, 001PRA for Practitioners and 001LEA for learners.

3. To allow for easy matching of tape and transcript the tape counter number should be entered at the bottom of each page.

4. Pauses or hesitation can be shown by … These ellipses can be used in a sentence to show gaps, or at the end to show a pause or a fade out.

5. Brackets can be used to show other non-verbal responses. This might include laughter, incredulity, shock, distress, a very soft/loud voice or uncertainty.  These nonverbal cues are placed within brackets i.e. (loud laughter between INT and RES ) or (RES speaks softly and is distressed).

6. Sometimes additional words may be inserted by the transcriber/researcher to help the flow of the dialogue. These additions are placed within brackets [helping] to identify that they are additions to the respondents words.

7. Any interferences to the interview, like someone coming in, a phone ringing or an emergency should be explained in brackets [the interview paused as three fire-fighters entered the room]

8. Any words or phrases that are uncertain can be placed within brackets and described as (inaudible) or (unclear) to show that the respondent couldn’t be heard sufficiently to be transcribed accurately.

9. Any words that are emphasised can be either underlined or made bold. For example: “I couldn’t believe it”.

