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RESEARCH PROJECT ON LANGUAGE AND CULTURE IN LONDON 
 
I give permission for the recording that has been made of my speech to be used for 
teaching and research. I understand that this is the only purpose for which it will be 
used and that although extracts from the recording may be reproduced in handouts for 
teaching or in research publications, confidentiality and my anonymity will be 
preserved at all times.  
 
I understand that this consent form will be stored separately from the recording, so 
that the recording cannot be traced to me. 
 
 
 
 
Name………………………………………………………………………. 
 
 
 
 
Signature…………………………………………………………………… 
 
 
 
 
Date………………………………………………………………………… 



Transcription guidelines 
 

• Type all figures as words [as in above example, not ‘about 15 years’] 
• When the name of a person, school, specific road or specific place is 

mentioned, make the transcript anonymous as follows using curved brackets: 
e.g. if the speaker says ‘I went to Hackney Upper School for 
Girls’ type in ‘I went to (name of school mentioned)’ 

• Start each new utterance on a new line. This isn’t necessary for very small 
feedback responses like ‘mmm’, ‘right’, ‘yeah’ etc. Insert these where 
appropriate between square brackets, indicating the speaker by using their 
initial and remembering to use bold if it is the interviewer. 

Mary: Hackney is a great place [S: yeah] and I wouldn’t move  
• Use no capital letters except for proper nouns and “I”, and use a minimum of 

conventional punctuation: 
Use question marks, even if the grammatical structure does not indicate a 
question but the intonation does, as in the second utterance here: 

   Sue: do you like rap music? 
   Mary: yeah .. and you? 
 Don’t use commas or fullstops to indicate clauses and sentences. 
 Instead, use the following conventions to indicate pauses; 
   1 fullstop . =  very short pause                                   
   2 fullstops .. =  pause 
   3 fullstops   … =  long pause 
 [This is subjective but use your own instinct on what constitutes short/long]  

• Use conventional spelling most of the time but where necessary use 
colloquialisms such as innit, yeah, gonna, dunno, wanna, cos etc if this is 
what was said. If you are unsure of the pronunciation use the conventional 
spelling but put a question mark in curly brackets after the word: 

Sue: What are you doing at the weekend? 
Mary: I don’t know {?} yet 

• Fillers are to be transcribed as pronounced e.g. mmm, mhm, er, um, ahh, etc 
• Direct speech reporting is to be enclosed within double quote marks: 

Mary: ……..so he said “give me my cap back” but I just ran off 
• Paralinguistic features are to be enclosed within angled brackets e.g.  

<coughs> , <laughs> , <yawns> , <sniffs>, etc. Use this method also if you 
want to record a comment, such as <another person enters the room> , 
<mobile phone rings> etc 

• Where you can’t decipher the speech, type xxxx, using one x per syllable 
where possible [to give an indication of the length of indecipherable speech] 

• When speech is overlapping, use the overlap facility on ‘Transcriber’. Then 
indicate the overlapping speech with italics, and place a single  slash at each 
end of the overlapping parts of speech, for both speakers 

Sue: so on saturday you went /to the pub/? 
Mary: /clubbing/ yeah <laughs> .. got really drunk 

• Don’t tidy up the speech. Leave in the repetitions, fillers and errors. 
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