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HSSR TRANSLATION AND TRANSCRIPTION SOP
This document outlines the procedures that will be followed when transcribing and translating recordings within our group. This document gives the opportunity for PIs to check and agree in advance on the systems that should be followed for their particular study.  This is very important, because different researchers will have different needs and expectations, including with regards to how detailed the transcriptions need to be.  From experience, agreeing in advance on the approach, and then checking with the PI the first transcription or two, can significantly improve the quality and speed of transcription.
· Overview agreements: Transcriptions will be made in the language in which the interview was done (e.g. English to English; Kiswahili to Kiswahili).  

· If there is a need to translate, this will be done in two stages:  first written in hand (or typed) in Kiswahili/Kigiriama, and then translated into English.  This maximises the chances of cross-checking the English, and keeping a record of the interview in the original language.  The extra time required to do this needs to be planned in.  
· PIs should specify if they are happy for translation and transcription to be done simultaneously, with the taped version kept in the original language for cross-checking.
TRANSCRIPTION

INFORMATION PROVIDED AT THE TOP OF EACH TRANSCRIPTION
· Date of interview
· Name of participant/or code; and codes for each participant for a group interview
· Characteristics of participant(s)
· Name of interviewer and any note taker or observer
· Notes on the interview from the research team.  E.g. on quality of interview; or any other context information that might be important.
TRANSCRIPTION DETAILS
Information written or typed will be exactly what is heard on the tape; it will not be simplified or condensed in anyway. 
Ensure that all transcriptions have page numbers, and margin size will be wide to allow for notes on printed copies 
Line spacing will be 1.15, with what is said by each person beginning on a new line, with the letter indicating who’s said it on the same line.  
Regarding initials to be used:
M

Moderator/Interviewer

R
Respondent/Interviewee (these respondents will be numbered where interview notes or voices allow in a group discussion – e.g. R1; R2)

N

Note taker (usually silent, but may chip in)
Eg.  M:  What do you think about….?
[  ]  
Words in a single square bracket indicate any form of interruption or NVC   descriptor.  For example [Laughter/silence/sigh].  Closed bracket can also be used for the words in the original language, where the transcription is a translation (see also below, under translation).  
[…5s]
  
Dots indicate a pause – some researchers may want a pause to be timed

_____ 

Underlining indicates particular emphasis or stress on particular word 

!
       
Exclamation can mean excitement more than emphasis

Hmm

Ok
Can be omitted if respondent talks for a long time continuously and moderator keeps repeating sounds to maintain the flow of conversation.  However, important to include if where appears to act as an important prompt.

(unclear…)
Words in round brackets after ‘unclear’, show that transcribers cannot hear at all, or are guessing at what is being said. Where this beyond a few words or sentences, researchers may want the length of time noted. Some researchers may want the time on the recorder indicated to make it easier and less time consuming to locate the section when proof reading.

/ 
Words separated by a forward slash indicate corrections to what is being said without a pause OR a rapid change in direction in a sentence (for example a new thought without completing the old).  E.g. If a moderator starts asking a question then changes his/her mind midway and asks a different question before the initial one then there will be a /forward slash as indicated above.

Eg.  The other…/actually what I really wanted to say is…
Typical challenges
Both R and M repeat same words several times:              
Put down exactly what was said, even where this is repetitious, and do not ‘correct’ how participants speak in any other way (e.g. changing tenses to what you think R meant to say!). 
Moderator asks a question in many different ways:
Write all versions of the questions down as they have been asked.  How questions are reworded, or where they are difficult to understand, will be of interest to the researcher.

Side conversations or interruptions that are nothing to do with the discussion:

That there is an interruption, and the nature of that interruption could be noted, where it stops the flow of the conversation completely.  However there is no need to transcribe the side conversations or content of non-related phone calls).  This is potentially not only not relevant, but a privacy issue.  It is also not necessary to include e.g. cocks crowing etc unless it is disruptive to the flow.  

Discussions and arguments amongst participants themselves about the topic of interest or in response to questions:
Put down all you can hear. Including notes in brackets where necessary on numbers of participants making a point, or taking strong stands, and who is domineering etc. Where this is continuous throughout a discussion, make a note in the notes section at the top of the transcription, but where it is relevant to specific topics or questions, note it where possible in the relevant section of the transcription.
TRANSLATION 

· There will be accurate translation of meaning rather than direct translation of every word in the order that the words are said.  The latter often does not make sense in English.  The meaning will not be guessed, and where there is doubt, it will be left in the local language in square brackets (see also above, under square brackets).

· There will not be an effort made to ‘clean’ or ‘clarify’ what people are saying.  If it’s broken Kiswahili, it’s broken English.  Otherwise meaning and the possibility of interpretation is lost.
· Where either M or R replies ‘‘Eeeh’’ in agreement to something it denotes ‘‘Yes’’.  This will be left in the local language as it is i.e ‘‘Eeeh’’.  The same applies for ‘Haya’ (strictly, ok in English).  Punctuation after the word - !  or? – will indicate tone (excitement and questioning respectively).  

· Efforts will be made to ensure the correct words are used to retain the meaning in that context e.g. Bila shaka is often ‘no doubt’ rather than ‘probably’ or ‘obviously’, but care should be made to select the right words in that sentence.

· Words/interpretations will not be added to the original tape. E.g. ‘‘nikakubaliana na hao’’ translates to ‘I agreed with them,’ NOT ‘I agreed with what they were saying’.  Other examples:  ‘Sijui kama una umri gani’ will be translated as ‘I don’t know what your age is’ Not ‘How old are you’, and ‘Nilionelea mototo wangu aingie kwenye mradi=Use I thought not I decided’.

· Words with different meanings, and retaining local wording

In some cases the words that are selected by respondents for something might have special meaning, depending on the interest of the researcher.  For example, the word for veins is the same as the word for roots.  The transcription will read ‘veins’.  The researcher should specify in advance any sets of words/issues they wish to be kept in the local language (and the translation in brackets):

In general we will retain the local words used and put translation in brackets for:

· Research (utafiti, uchunguzi etc)

· Illness names/descriptions (homa, sickle cell, malaria etc)

· Sayings and proverbs
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