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Standard Operating Procedure: Interview Data Analysis	Comment by Rojas Serrano, Noemi: This SOP is based off a past qualitative study I worked on, please feel free to change anything if the process wil be different. 
Overview of qualitative analysis: Three members of the study team will work together to conduct qualitative analysis of interview data (PI and two study members). We will focus on transcribing transcripts of the semi-structured interviews. We will follow a 3-step process: familiarization, coding, and theme development. The steps for conducting each stage, including documentation, are described below. 
This study will use a thematic analysis Approach. 
Where to locate transcripts? 
Disability at NMH- LEAD --> Documents--> General--> Ongoing Study Folder--> Data--> Transcripts
*If field notes- add where to locate *
Familiarization: Each reviewer will read the clean transcripts carefully to become familiar with the main ideas and the similarities and differences between the transcripts. During this first process, the reviewers will each write analytic memos describing their initial ideas about topics that stand out. 
Analytic Memos: brief notes about the thoughts, ideas, and questions that come to the reviewer's mind as one familiarizes themselves with the data. It takes part during data gathering, coding, and data analysis (as we come up with themes). 
·  Each reviewer should document anything that stood out from the transcripts such as quotes, themes, notable similarities/difference within different transcripts, any questions or areas where there isn't clarity that they would like to continue to look for and share with the rest of the team.
· These analytic memos should be written in Word and stored: Disability at NMH-LEAD --> Documents--> General--> Ongoing Study Folder --> Data--> Analytic Notes (where each reviewer will have their own separate sub-folder to store their analytic documents)
· Each analytic memo should be saved using the transcript file name, followed by the reviewers' initial, type of memo, and memo date. For example: “ID1 LA Familiarization Memo 4_23_26”
· The memo document should also contain the study ID number, date, and name of reviewer at the top. 
[image: ]
[bookmark: _Int_Q8qTq9ZL]Coding: After the team familiarizes themselves with the data, coding begins. Coding will take place using NVivo quality data management software. Each reviewer will code an initial group of transcripts independently (for example: the initial group would include just 30- 40% of the total transcripts). Codes for this study should get at the essence of participants * insert our focus here*. These codes can be very specific if needed. 
When the reviewer finishes coding a transcript, they will then write an analytic memo to describe their analysis. The analytic memo should list and define codes and should explain the reviewers' thought processes related to how they generated and defined those codes. If it takes a lot of thought to name a code, describe the thinking process and the reasons for selecting the final choice of the current code provided. 
· If there are any codes where the reviewer feels that there is insufficient clarity, or the participant's perspective of the term selected may not be optimal, reviewer should take note of this.
· Include codes that the reviewer thinks they would like to refine as they move on to coding on other transcripts.
After coding the initial group of transcripts, the reviewers meet to review their coding. During this meeting, discrepancies will be identified, and the reviewers will come to a decision on which codes to select and use moving forward. During this meeting, the review team will create a preliminary codebook where final codes and definitions will be entered. 
Example: 
[image: ]
[image: ]	Comment by Rojas Serrano, Noemi: example from: https://researchmethodscommunity.sagepub.com/blog/manage-evolving-coding-schemes-in-a-codebook-3-simple/-strategies 	Comment by Ardiff, Lindsay: can consider using Excel for this
This codebook will be a living document that will be updated continuously as the analysis progresses. The reviewing team will proceed with analyzing the second group of transcripts using the codebook.
After the second group of transcripts, if the team comes up with new ideas, create a new code/definition and document it in an analytic memo. These analytic memos should be saved using a standard naming convention, such as “LA Coding memo 4_23_2026.” 
Once the team meets to discuss the second group of transcripts, continue to revise the codebook as needed- saving the new version of the codebook each time to maintain an audit trail. Save each codebook with the version number and the date, such as “Codebook v1 4_23_26”
When all transcripts have been analyzed and the code book is finalized, the reviewing team will revisit each transcript and RE-CODE using the final version of the codebook. The analytic memos and codebook revisions can be saved under the Analytic Notes and Documents folder within Teams.
Theme Development
Using the completed codebook, analytic notes, and transcripts – each team reviewer will identify themes within the data and write an analytic memo. The analytic memo should name and define each theme they identify and describe the thought process that informed the theme names/definitions. It can also be helpful to include quotes that describe the theme for reflection with the entire team and future project steps (article, presentation, etc.). Save these analytic memos with standard naming convention, such as “LA Themes Memo 4_23_26”
Once every team member has identified themes, they will meet to discuss and finalize the themes- this can be within a couple of meetings to allow for reflection, thinking, and coming to a consensus. Document and organize final team decisions in a meeting note and save under Analytic Notes and Documents in teams.
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