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Introduction and Background

Here at Alphabet, we understand that it is sometimes difficult to know what to look for when
you’re sourcing a transcription provider. We have been in operation since 1995, long before
digital transcription became prevalent.

Transcription is a service-based business and standards, prices and levels of service vary
greatly across the industry. Our ethos has been built around our TEP standards: Transcription,
Editing, Proofreading.

Our Transcription Team

Here are our ‘top tips’ for all those seeking a transcription services provider that can deliver
the results you desire.

Avoid comparing providers solely on price

Whilst it is certainly tempting to go for the cheapest offer, there’s no such thing as a free
lunch.

Make sure you’re comparing apples with apples, and that the provider you choose will deliver
the work at the right level of quality, whilst meeting all of your requirements.

Our Transcription Team are ‘extra special’. They are chosen for their skill and ability to
decipher the most challenging recordings. English is their mother-tongue language, but they
all have a talent for mastering the most difficult accents.

We have worked on projects that included participants with speech impediments, disabilities
and computer-aided speech. Whilst the recordings do take longer to transcribe, we know
how to diligently capture what is being said.

We look for RSA and Pitman trained professionals, therefore ensuring our in-house standards
are followed.

How quickly can the work be done?

Speed may be a consideration for you, and any experienced transcription provider should be
able to give you an accurate turnaround time if given the duration of your recorded audio,
number of speakers, recording quality and topic being discussed.



N alphabet
(inscssption uciolists

Remember that speed may be at the expense of quality, so evaluate this in the content of the
level of service being provided. It takes more time to accurately transcribe complex
recordings and conduct proofreading before it is handed back to you, than it does to rush it
through and return a transcript littered with costly errors.

Recommendations around transcribing disabled participant’s interviews

When carrying out a large research project, it is advisable to ensure you embark upon this
correctly. If you know that you are going to be speaking to participants who have difficulties
with speech, the following preparation will assist:

Make sure the interview has been booked with the participant in plenty of time.

e Ensure you arrive on time and do not keep the participant waiting.

e Bring along two recording devices, spare batteries, chargers, and relevant paperwork.

e Refresh the participant’s memory about what they will be discussing.

e |[f interviews are being conducted at home, ask if any noisy household appliances can
be turned off.

e Speak slowly and clearly to the participant, whilst maintaining a friendly demeanour.

e Allow the participant to speak/communicate, however they achieve this. It is vitally
important not to try and finish a participant’s sentences for them. This may be
tempting, but the participant will be exerting a lot of effort in trying to answer your
guestions, so allow them the time to do this.

e Do not talk over the participant.

e Every so often, ask them if they need a break. It is important to remember that they
may need five minutes just to gather their thoughts, have a drink, or compose
themselves.

e If a carer is responding on their behalf, it is still important to address the participant
and not ignore them.

e Finally, do thank them for their time.

Transcribing sensitive information

If a respondent uses his or her own name during the discussion, the transcriber shall replace
this information with the appropriate respondent identification label. The same applies if the
interviewer mention’s a respondent’s name.

If a respondent provides others’ names, locations, organisations, and so on, the transcriber
can substitute these with *****_ Analysts will use this labelling information to easily identify
sensitive information that may require substitution.
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During our 22 years in the transcription industry, we have covered some extremely sensitive
material. This includes murder investigations, respondents being in the Witness Protection
Programme, child abuse cases, sexual assault cases, and even high-profile cases splashed all
over the internet.

Our transcribers understand that nothing is aimed at them personally, and our whole team
strives to do their best for our clients.

Once a transcriber has produced the initial transcript, the final document may well contain
typos, mishears and inaudibles, unless another well-trained pair of eyes has carefully checked
it over and made corrections before it is delivered back to you. This step will take longer, but
the time you’ll be saving will be well worth it.

Check that the transcription provider incorporates a proofreading stage after the initial
transcription, and that this is carried out by a different member of staff. We can guarantee
you that many companies do not offer this service as standard.

You need to be able to trust that the transcripts have been properly checked and proofread,
so you won’t have the stress and burden of constantly checking the provider’s work and
having to send back for corrections.

If proofing isn’t done as standard, it can be a sign that the provider does not take accuracy
and quality seriously.

The value of comprehensive research by a transcription provider cannot be understated. A
good transcription provider will carry out your research upfront to save you time and make it
their job to familiarise themselves with your terminology (if they aren’t already), so that you
don’t need to spend hours double-checking their documents.

This is different to proofreading — make sure the provider is carrying out research as standard,
and in addition to proofreading. This is known as ‘terminology management’ and what you
will automatically receive when using Alphabet’s transcription services.
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Does the provider have relevant experience and positive testimonials for
this type of work and your specific industry?

Make sure that the provider has demonstrated credentials in the specific type of work you'll
be asking them to do for you. Avoid providers that are not experts in the field you are hiring
them for. They’ll often be cheaper, but the quality of their work will be significantly lower.
We were recently in a trial of our transcription services, along with another provider. The
client commented:

“I've come back to try a second couple of transcripts as the first one we received back was
about as near to perfect as you could get. This compared incredibly favourably with another
service which sent us back a transcript riddled with the most appalling errors.”

Even in a trial, a competitor couldn’t be bothered to check for accuracy.

How will audio recordings and transcripts be securely transferred and
stored?

Since the audio files you will need to send to the provider will typically be very large, you'll
have problems sending them over regular email, so there needs to be a system in place to
handle this.

Typically, many providers will provide a function via their website for transferring files,
however the functionality, ease of use and reliability of these can vary dramatically.

Is the system something that has been created just for them, or is it provided by a reputable
company? Many providers have had cheap systems written by their website developer
which, by their one-off nature, can be insecure, outdated or difficult to use.

How secure is the system? Is an ‘SSL Certificate’ installed and in use at all times? This security
standard ensures that files are encrypted during upload and download.

Are clear, easy to follow and comprehensive instructions provided, with screenshots and
diagrams, or are you left to spend hours deciphering the system on your own?

Is there technical support for the system? If something isn’t working, it’s much better to be
able to pick up the phone and talk to somebody that can help, rather than delay your project.

Will transcripts be returned by the same system? Can you be given a demonstration of the
system? This will quickly allow you to see how easy and reliable the system is.
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How is confidentiality handled?

Ask the provider how they ensure confidentiality of your sensitive recordings and the
resulting transcripts. If you are dealing with very sensitive information, you’ll need to be sure
that confidentiality procedures are properly in place.

Are all staff under strict Non-Disclosure Agreements (NDAs)?

Is all storage and transmission of client files secure / encrypted?
Is the provider registered under the Data Protection Act?

What else is included?

It’s worth giving the provider a chance to list all the items which are included as standard.
This will help you compare providers fairly and gives a more accurate comparison.

What is the total fee?

What is the final and total fee for the project? Are there added or variable costs in the
transcription process?

Turnaround is based on scheduling. All transcripts can be returned on a rolling basis. It
typically takes about 5-6 hours to transcribe one hour of recording.

Invoicing is sent on a rolling basis.

Final Words

Transcription companies operate a virtual service and whilst it is a flexible and great
alternative to employing in-house staff, there are many pitfalls you can encounter along the
way.

If providers do not ask you the right questions when you first make contact, alarm bells should
start to ring. Transcription services should be offered by skilled professionals who deliver
accurate and cost-effective documents. Do not be fooled by what we class as

‘churning’, where all you will receive are transcripts full of typos, mishears, inadequate
research and phonetically spelt words.
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Remember, there’s little value in receiving a document the next day when you cannot use it.
Turnaround times and rates are key factors but avoid concentrating on these aspects as your
first priority, because in the long run you will be having to deal with incorrect transcripts, or
worse, confidentiality breaches.

Here at Alphabet your project will be managed from start to finish.
We hope this proposal will be a useful aid in making a wise choice when you select a

transcription services company with whom you can have a long and productive business
relationship with. For free advice you are welcome to give us a call on +44 (0) 1707 260027.
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Masters in Complex Recordings

Digital Transcription

Alphabet Transcription Specialists Corporate Transcription
22 Ground Lane

Hatfield, Herts, Conference & Event Transcription
AL10 OHH

Media & TV Transcription

L +44 (0) 1707 260027 Legal Transcription

B admin@alphabetsecretarial.co.uk Medical & Pharma Transcription
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