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Standard Operating Procedure: Cleaning Transcripts
Tips: 
1. Plan for adequate time. Cleaning transcripts for accuracy and readability is a time-consuming process
2. Plan for breaks as needed; it may be helpful to break this task into chunks so you can take a break periodically. 
3. Consider slowing down the speed of the audio so you can keep up with typing edits/correcting errors. 
Location
Transcripts will be received via Teams meeting and will be saved under: 
Disability at NMH-LEAD --> Documents--> General --> Ongoing Study folder --> Data --> Transcripts
To ensure that all transcripts are clean, it is important to review transcripts for accuracy. To do this, you will need to listen to the audio files for verification. To access these audio files: 
Disability at NMH-LEAD --> Documents--> General --> Ongoing Study folder --> Data --> Audio Files  
[bookmark: _Int_8jbq8vIw]Steps: Transcripts should be word for word accurate for best coding/thematic analysis and to know exactly what our participants said in their own words. This means that we do not want to adjust participants’ wording for efficiency or grammar. 
1. If the audio is inaudible, replace the section of the text with “(inaudible)” and pick back as soon as possible. 
2. If there are interruptions to the interview (e.g. nurse came to the room for medications, visitors coming in), you can replace that portion of the text with “[interruption]”. This will be helpful to the team members that will be coding and analyzing transcripts.
3. Clean up the punctuation to ensure accuracy and readability for other team members who were not present for the interview. 
[bookmark: _Int_1CL6C5Kh]4. Be sure that each text from each speaker is lumped together until there is a transition to another speaker. Each response by each participant should be together in a paragraph. Each time there is a switch in speaker, this should start a new paragraph. 
For example: 
Transcript should not look like this: (note- this is how Teams meeting transcript will look like) 
[image: ]
Should be more like this: (this is easier to read and to know who speaking)
	Interviewer: OK, so to start, I think maybe skipped. Mm-hmm. OK, to start, how many days have you been in the hospital? 
Participant ID1: Five. 
Interviewer: OK. Is this your first time admitted to the hospital? 
Participant ID1: No, it's not. No. 
Interviewer: How many times have you been here before or admitted to the hospital?




5. Ensure that the team member who completed the interview is replaced with “Interviewer” and “Participant ID#” for interviewee. 
6. De-identify! Anytime a participant's name appears in text, replace it with “[de-identified]” 
7. If participants refer to another person by name, replace the name with the relationship of that person with the participant, for example “[spouse]” or “[nurse]” to provide context during analysis while still giving privacy of identification. 
8. As soon as transcript cleaning and verification are complete, inform Lindsay (or whoever is taking lead on NVivo) so it can be uploaded to NVivo for analysis. 
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OK. 50 to start, | think maybe skipped. Mm-hmm. OK, to start, how many days have
you been in the hospital? Five. OK. Is this your first time admitted to the hospital?

No, it's not. No. How many times have you been here before or admitted to the
hospital?

Several over the course of my life.




