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(Updated) 20 February 2008

Dr. María J. Arche

m.j.arche@soton.ac.uk
1. A GENERAL INTRODUCTION 
1. 1 Who are we? What are we doing?
We are carrying out a research project on the learning of Spanish as a second language. We are a research team based in Modern Languages at the universities of Southampton, Newcastle and York (www.splloc.soton.ac.uk). Our project involves recording the speech of learners of Spanish at different levels (school pupils Year 9, 6th form college students, Year 13, final year undergraduates), undertaking a range of speaking tasks. so that we ourselves can study different aspects of learner development (grammar, vocabulary etc). We also plan to make the data we collect available to other language learning researchers via the world wide web.
Your work as transcribers

We need the audio-recorded data to be transcribed, that is, we need you to “type” all that is in the audio files. 
1.2 An example of recording
Here you have an audio example (played: 1 minute of L58).
(Some background about the task we will be hearing: the student is asked to retell a story (in Spanish) with the help of illustrations such as the ones below). 
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· And here you have an example of how its transcription looks like:

@Begin

@Languages:
es

@Participants:
L58 Subject, COG Investigator

@ID:
es¦splloc¦L58¦¦female¦Year13¦¦Subject¦¦

@ID:
es¦splloc¦COG¦¦female¦¦¦Investigator¦¦

@Date:
27-MAR-2007

@Location:
BP
@Situation:
Loch Ness story telling task

@Coder:
CSP

@Time Duration:
<00:04:37>

*COG:
[^ eng:
this is student fifty eight we are in Name] .

*COG:
[^ eng:
today is the twenty seventh of March and this is Loch Ness


task] .

*L58:
ehm hay una madre una abuela y tres niños en Lago Ness ehm que es en Escocia .

*L58:
ehm en las vacaciones la madre está eh leyendo un libro ehm .

*L58:
los dos de los niños son pesca .

*L58:
y # la abuela y un de los niños son pintando ehm .

*L58:
la abuela eh [//] ehm ha pintado el monster@s:d del lago Ness ehm y .

*L58:
el niño ha pintado +/.

*L58:
[^ eng:
what is it] ?
1.3 Parts and Properties of a Transcription
1.3.1 Parts

Every transcription has three parts: 

1) Headers. Description of the recording to be transcribed: 
-@Begin 

-Language of the recording.

-Participants: who are present at the interview.
-Identity of participant 1

-Identity of participant 2
-Date

-Location 

-Situation (description of the concrete task)
-Coder (the transcriber: your initials).
-Recording time
2) Body of the transcription: the transcription itself.
3) End: @End

1.3.2. Properties 
· A transcription should capture everything the same way as it occurred; that is, we have to, not only capture the “words”, but the details about how they were said. 

· A transcription should capture who is speaking each time (researcher, subject 1, subject 2…), subject’s pauses, subject’s hesitations in saying a word, subject’s repetitions of a word or a string of words, subject’s auto-corrections, subject’s mispronunciations, etc. as they happened in the recording.  
· All these details have to be captured in a specific way, closely following the set of guidelines we provide you with below. For example, pauses should be encoded by using a certain symbol, repetitions by using specific means, etc. 
NOTE: It is very important these international conventions are carefully observed, as it will enable users of the database to get an accurate idea of the recording.    
· It is very important you pay attention to the orthography, as transcriptions should observe general orthographic rules of Spanish (e.g. accents).

· Transcriptions are made by using a specific transcription program: CLAN.

2. THE SOFTWARE: CLAN and SOUNDSCRIBER
The program we will be using for transcription is called CLAN and the name of the format is CHAT (Codes for the Human Analysis of Transcripts). The program you can use to hear the recording and make your transcribing simpler is called Soundscriber.
2.1 Installing Clan 
The program can be downloaded from the web and information is available about the system at http://childes.psy.cmu.edu/.  

(CHILDES [Child Language Data Exchange System] is the name of the overall system under which it runs.)
This is how Childes website looks like:
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Click on “The CLAN program”; you will see the following page:
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Now click on the appropriate icon depending on your computer features (Windows, Macintosh etc.) and follow the instructions in order to have it installed.
Install QuickTime and Unicode Fonts if you do not have them in your computer.
Once you have installed all this in your computer (or if you are working in any of the stations where the program is already installed at the university) you can start working on your transcription by using CLAN. 
2.2 Working with Clan
2.2.1 Opening the program

To open the program, click on the CLAN icon. You will see a screen like this:
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Please, close the Commands Window. Then, you will see this:
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If a dialog box like the illustrated one appears on your screen, just click on “OK” to close it. 
NOTE: The dialog box may re-appear; you just have to click on “OK” again.

Next screen you will see looks like below:
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Now you can start “typing” your transcription. 
NOTE: We strongly recommend you save the file as soon as possible.
Here is how you should do it:
2.2.2 Saving a file

Click on File > Save as, select the location to save it, then give it a name and finish that name with .cha 

This is very important; otherwise, the file will not be recognised as CHAT format.
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2.3. Installing Soundscriber

Soundscriber is a software that includes special features specifically useful for transcription. It is not obligatory that you use this software, but it is shown here as it can save you time and effort while doing transcription.
Soundscriber is available for free from: http://www.lsa.umich.edu/eli/micase/soundscriber.html
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Click on to download it and install it. It arrives ‘zipped up’, so you must unzip it and save it wherever you want in your computer. 
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NOTE: Save the help file provided as well (just in case!)

2.4 Using Soundscriber
Soundscriber enables you to negotiate your way round a digital file better than your CD player.
You can operate Soundscriber while you are working in another window (e.g. word processor, CHAT editor etc.).
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Besides the normal playback features (Play, FF, Rew, Pause), it also includes specific features for transcription that will enable you to hear portions of the recording repeated as many times as you like, with an intermediate pause between each other of the length you choose, etc. You will be able to select the properties that are more suitable to you.
What you should know:
· Special transcription features are activated by clicking on the foot pedal, otherwise, it will run in a regular playback mode.
· Number of Walk Loops: the number of times you want to hear each portion of the recording.

· Walk Pause length: you select how many seconds you want the portion of the recording to pause until it goes on.
· Walk Cycle Length: the portion you want to hear each time.
· Backspace: how much you want it to repeat from the last part it is being played before moving on to the next portion. 

NOTE: you should select fewer seconds than the amount you did for Walk Cycle Length.
· Once you have made a decision about your preferences, you can save them by going to Options>Save options.
3. Guidelines for transcription. Transcribing in CHAT format

3.1. Headers

Each file has a set of headers so that the computer can recognise certain features of each file.  Some file headers are obligatory (language, the list of participants, the ID headers).  Others depend on research questions and factors we may think can influence our results (e.g. length of exposure to L2, school, age).

Here we have a list of the headers we will use:
Headers
Each header MUST be on each file and entered according to these strict guidelines. If you forget a comma or a space the program will not work properly.

@Begin

@Languages:
es
@Participants:

L21 Subject, MPS Investigator


This is the line where you enter who the speakers are. There will always be at least one subject and one researcher.

The subject code is composed of one letter for the task plus a two-digit number for the student’s number. 
Task codes: 
L = Loch Ness 



P = Photos task 



D = Discussion task (in pairs)



M = Modern Times



S = Picture Sequence

If your audio file is called L65MPS13, it means that the student is doing the Loch Ness task, he is student number 65, the researcher’s initials are MPS and the student is in (school) year 13.
IDs for the subjects
a) This would be the ID for the subject. Watch the NUMBER of lines between each word or code. 
@ID:


es|splloc|L65||male|Year13||Subject||
b) This would be the ID for the investigator. Don’t forget to count the lines.
@ID:


es|splloc|MPS||female|||Investigator||

@Date:

in this format: 27-NOV-2006

This is the date when the data was recorded. It has to be entered in this format. 

@Location:

PS
Here you enter the initials of the place where data was collected (they will be provided to you by the SPLLOC team). 

@Warning:
severe background noise
Use this header for any particular information that you can think may affect the transcription (e.g. bad quality of the recording sound, unexpected interruptions or noises…)
If you do not find anything which is worthwhile to be mentioned, don not include it.

@Situation:
Story retelling based on a picture book about a family staying by the Loch Ness. 


Here, we explain what the task is about. Here is what you should write:
L = Story retelling based on a picture book about a family staying by the Loch Ness.

P = Task where students ask questions about photographs leading to a conversation with the researcher. 

D = Paired discussion.

M = Story telling task based on an extract of the Modern Times film with Charlie Chaplin.
S= Picture Sequence task
@Coder:
MDS

Your initials as the coder of the transcript. Please, use the same initials always.

@End 

Don’t forget it at the end of the transcript. 

· Each file always begins with “@Begin” and ends with “@End”.

Body of the transcription
3.2 Starting each line. The line
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Each line begins as follows: an asterisk *, the three-character speaker code (e.g. L21) a colon and a tab space:

*L21:

NOTE: Capital letters are only used for proper nouns and English ‘I’. They are not used at the beginning of the sentence.
The line

Punctuation cannot be used in the middle of a line.
3.3 Finishing each line

Sentences must end with a space and then a full stop, an exclamation mark, or a question mark if the intonation is raised and / or the learner has asked a question. 
NOTE: we do not write the initial question or exclamation mark [¿, ¡] used in Spanish orthography.
3.4 Sentence cutting. Parenthetical Speech
Since punctuation is not allowed within a sentence we have to make decisions as to where to split what the person says into utterances. We create separate utterances for all main clauses, and split them at the following coordinating conjunctions or adverbs:
y, pero, entonces, luego, o, puesto que, ya que, sin embargo, no obstante…
We do not split them at subordinating conjunctions (e.g. cuando, porque, aunque, que, si…)
Parenthetical/ incidental speech

All incidental speech containing verbal forms of the type of “creo” (I think), “no sé” (I don’t know) should be kept in a separate tier. We may want to mark interruption before and continuation after the parenthetical speech.  Examples below illustrate this:
1) 
*P90:
se puede ver el mar unas [//] pues unas palmeras +/.

*P90:
creo que se llaman .

*P90:
+, la arena y un barco .
2) 

*P90:
parece <un un día> [//] +/.

*P90:
no sé .

*P90:
+, un día buenísimo .
Note how repetition and retracing are marked. It is important we register the link between the first part before the interruption and the continuation. 
Other times, the speech before the parenthetical stuff does not have a continuation, in which case we can just mark it as trailing off:
*P90:
quieren +...

*P90:
no sé .

*P90:
algunos llevan mochilas puestos [//] puestas .
3.5 General codes

NOTE: what you will find below are general rules. If you happen to come across something that is not listed here, just write down the concrete issue and talk to us about it. 
3.5.1 Incomprehensible speech

It is possible that what the speaker says is not clearly audible or you cannot understand what is said. In such cases, use the following codes:

xxx 

unintelligible speech not treated as a word

xx

unintelligible speech treated as a word

[?]

best guess 


NOTE: [?] should be written after your  guess.

3.5.2. Pauses

When there is a clear pause and/or silence between words or sentences, you should mark it by using this symbol: #
3.5.3  Filled pauses and special non-word things (e.g. laughs)
a) These are the filled pauses we will use: 

euh, eh, oh, ehm, ah, um, mmm
NOTE: the filled pause you are likely to hear the most often sounds like [am] (in Spanish phonetics) and should be transcribed as “um”.

b) Laughs and any other ‘noise’ of that type (e.g. cough) is marked as a comment in an independent tier underneath like this:
%com:
[laugh]

3.5.4  Direct quotation

In order to mark off material as quoted, a combination of symbols is used: 

One in the line before the quote +”/.

Another one at the beginning of the utterance that is being directly quoted: +”
Example:

*L80:
y la abuela dice +”/.
*L80:
+” no es un monstruo señor .

*L80:
+” son solo unas ruedas que yo puse en el lago .
Note: notice the full stop after the slash in the first symbol.
3.5.5 Incomplete words

In many cases, speakers do not finish words they start, either because they are not sure or because they realise they have made a mistake and want to start over. However, typing in an incomplete word will not be recognised by CLAN. So, words should always be completed to the best of the transcribers’ abilities as such:

The student says “el niño reco la silla”,
We transcribe:

*S09: el niño reco(ge)la silla .

3.5.6 Incomplete sentences
To ensure broken utterances are still counted as one utterance, interruptions and self-completions need to be transcribed as follows:  

P07:
I go +/.
MPS: 
yes ?

P07:
+, to school .
NOTE: there is no space between the slash and the period here.
This is also used if the second participant interrupts the first one, like this:

D71:
I think that maybe we should +/.
D72:
maybe we should take the bus instead of the car .

D71:
+, yes we should take the bus and not use our car .

When a speaker does not finish a sentence (also called “trailing off”), code it like this:

D58:
yo creo que +…

D59:
yo creo que se debería poner un impuesto a los coches . 
3.5.7 Overlapping
During the course of a conversation, speakers often talk at the same time.

The “overlap follows” [>] symbol indicates that the text enclosed in angle brackets is being said at the same time as the following speaker's bracketed speech. They are talking at the same time. This code must be used in combination with the “overlap precedes” symbol [<], as in this example:

*D74:
no pienso que # <sea bueno> [>]

*D75:
<que sea una buena idea> [<]
3.6 Second language acquisition issues

3.6.1 Use of English or another language
a) When a participant uses English for an entire utterance, we put the utterance in square brackets and place ^eng: at the start:
*MPS:
[^ eng: yes you begin by asking questions] .

*P09:
[^ eng: how do you say beach] ?
b) If they are borrowing only a word or two within a Spanish sentence then code each word separately. If the student says “la abuela has painted”, o “la madre ve el monster”, we transcribe like this: 
*P10 :
la abuela ha@s:v paint@s:v

*P12 :
la madre ve el monster@s:d
@s:v  means English verb, @s:d = English noun.
List of codes:
Noun

@s:d
Adjective 
@s:a



okay@s:a; sorry@:a
Adverb

@s:adv
Preposition
@s:pre
Verb

@s:v
Pronoun
@s:pro
Determiner
@s:det
Conjunction
@s:con
 
c) Use of a third language different from Spanish or English

We have not come across a whole sentence in a language other than English, only a few words, so the codes for independent words based on the pattern done for English should suffice. Codes are the same with the only change of the “s” indicating English by “x”, standing for any other language: 
@x:d

L3 Noun



@x:a

L3Adjective 



@x:adv

L3 Adverb



@x:pre

L3 Preposition


@x:v 

L3 Verb



@x:pro 
L3 Pronoun


@x:det 

L3 Determiner


@x:con 
L3 Conjunction
Example: 

*P84:
pues fue un año genial eh un año fuera dos@x:det [//] de los estudios siempre buena cosa no ?
(Learner spoke Portuguese too).

3.6.2 Imitations

If the student just produces an exact copy of what the researcher has said, we may want to exclude it.  We put @g after each word that is an imitation, so that we can then choose to ignore these words if we want to do so later on.

*P65: [^ eng: how do you say scuba diving] ?
*MPS: bucear .
*P65: bucear@g .

3.6.3 Mispronunciations
If a student produces a word that sounds very different from the word required but we can still guess what it is from the context, for example: 

The student says: “había un montro”, we tanscribe: 
*L15:
había un monstruo [*] en el lago .
%err:
montro = monstruo
In this example the speaker actually said ‘montro’ but on the main line of transcription we put the target (correct) form ‘monstruo’ followed by “[*]” to show there is a mistake.  Next line explains the error beginning by “%err”: 
We write what was actually said followed by “=”, followed by the correct form.
Another  example:
We hear: 

la miujer cuida las plantas

We transcribe: 


*S15:
la mujer [*] cuida las plantas .

%err:
miujer = mujer 

3.6.4    Verb mistakes        
For verb mistakes, write whatever the student says orthographically followed by the correct form within square brackets. Like this:
If the student says: “recibiye”, we transcribe:

*S15:
recibiye [: recibe] [*]

That is: the form just as it sounds, space, square bracket followed by a colon with no space, the target (correct) form, bracket, space, [*]. 

If the mistake is not a made up form, but a form that is “misused” (but existent), then we leave it as it is. For example, if the student says “Marcos buscar las gafas y después guardar las gafas”, transcribimos:

*S14:
Marcos buscar las gafas y después guardar las gafas .
Another example: 

We hear: “la familia es en el lago”, 
we transcribe:

*L15:
la familia es en el lago .

That is, we DO NOT change “es” for “está”. 

3.6.5. Invented words

In some occasions we come across invented words. In such cases we mark them by adding “@n” at the end of the word:
*s:d:owsdst often sounds like [a































































































L54:
en esta pictura@n veo una playa .
3.6.6 Corrections/repetitions
1) Repetition with NO change
Sometimes speakers and especially learners correct themselves and repeat what they have just said. Here is how you should code these:
[/]

retracing/repetition with NO change:  

The student says: 
en la foto en la foto
We transcribe: 
<en la foto> [/] en la foto
2) Repetition with a change
[//]

retracing/repetition with a change 

The student says: 
en el foto en la foto
We transcribe:
<en el foto > [//] en la foto
· The angle brackets <> mark off what was retraced/repeated. The information afterwards in squared brackets “[ ]” tells us what kind of retracing it was.
· If the student repeats or corrects only one word, there is no need to put it within angle brackets:

la [/] la foto (repetition with no change) 

en el [//] la foto (retracing with a change)
3) If the student says the beginning of the word and then s/he says it completely, we code it like this:

If we hear: 
reco recoge las sillas 

We transcribe: 
 reco(ge) [/] recoge las sillas
That is, we put within brackets the part of the word that has not been actually pronounced (to the best of our guess), write the repetition symbol and write the whole word that was finally said. 
4) Overt retrace markers (e.g. bueno, perdón, pues, ‘well’, ‘sorry’, ‘so’) should be left so that they can be counted when running analyses. Example below:
*P70:
si te contratan una compañía um empiezan um las esquemas de [/] perdón de los [/] los gra(duados) [/] graduados .

Note the repetition markers for “de” and “los”.  

Other times we have to make decisions about what to include as material to be retraced. We have to try to mark learner’s speech in a way that the result to be computed for certain analyses makes as much sense as possible. Illustrating example below:
*P70: también quiero ir <a o> [//] a vivir por ejemplo en Hong Kong o Nueva York
<a o> is marked in angle brackets so that they are not counted on the analysis.
In sum:

· All material appearing on the left of the square brackets [/], [//] will not count for a number of analyses (e.g. vocabulary analyses). We want to make sure that a word said more than once or words the speaker seems to want to correct are not computed. Thus, we have to make sure about the material we want to exclude (paying attention to the need of angle brackets, for example).

· Also: pause symbols or fillers should be put after the brackets. Otherwise, they will be understood as part of the material to be retraced: 
de [/] um de los turistas.

· Material marked off as retraced does not “disappear” for good, but it can be retrieved for the purposes of other analyses.

4. checking your work
Once you are finished transcribing, don’t forget to end the file with @End. 

Now you should check that you have followed the procedures in your transcription.  
If the automatic checker finds an error, it is specified at the bottom of the page in bold face and its position is marked by the text cursor. The automatic checker tells you where the mistake is. In order for you locate the mistake more easily, it may be useful to see the line numbers. For this, go to Mode>Show line numbers: 
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Here you have how to check your file:

Go to Mode>Check opened file (5th from the bottom):
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In the example, the error specification is “unmatched < found on tier 22”. The transcriber forgot the corresponding > symbol to close the brackets. 
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One common error message is “symbol not declared in the depfile”, which means that we have used something – a letter, a symbol etc. in a different way from specified in the guidelines. We have to amend the misused symbol.
NOTE: you will have to click on Check opened file again. You have to do this as many times as you find an error message. Error messages appear in a “one by one” fashion. 

The second time, the error is “Utterance delimiter expected” (i.e. a period, question/exclamation mark is missing). The text cursor should appear in the line where the error is located.
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We fix the mistake by adding a full stop (after having left a blank space, recall), and check the file once again. 
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This time, no more errors are found, as the message at the bottom of the page says:
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If the Success! message appears, you are done. 

Please, make sure you get the Success! message before returning the work to us.

NOTE: if you have come across any weird error message on your way that you cannot fix following the guidelines just described, write it down and talk to us about it. 
5. Symbol Summary
CHILDES for SPLLOC:

Symbol summary
Headers:

@Begin

@Languages:

@Participants:

@ID:

@ID:

@Date:

@Location:

@Warning:

@Situation:

@Coder:

@End 

Words:

xxx
unintelligible speech, not treated as a word

xx
unintelligible speech, treated as a word

[?]
best guess 

Utterance terminators:

. 
period

? 
question

! 
exclamation

+/.
interruption

+,
continues previously interrupted sentence

+…
trailing off
+”/.
Direct quotation follows on next line

+”
Direct quotation follows
Use of English:

[^ eng:]
English sentence

@s:d

English Noun



@s:a

English Adjective 

okay@s:a;  sorry@s:a
@s:adv

English Adverb



@s:pre

English Preposition


@s:v 

English Verb



@s:pro 

English Pronoun


@s:det 

English Determiner


@s:con 
English Conjunction


Use of a language different from English (e.g. Portuguese, French):

@x:d

L3 Noun



@x:a

L3Adjective 



@x:adv

L3 Adverb



@x:pre

L3 Preposition


@x:v 

L3 Verb



@x:pro 
L3 Pronoun


@x:det 

L3 Determiner


@x:con 
L3 Conjunction


Imitations:

@g

imitation

Mispronuncitaions:

[*]

error marking - mispronunciation

%err:

error coding

Corrections:

[/] 

retracing without correction

<text> 


word repetition

[//] 


retracing with correction

Overlapping:

[>] 


overlap follows

[<] 


overlap precedes

<text> [<>] 

overlap follows and precedes

Others:

# 


Pause between words

<>[= r]


reported speech

abue(la)

incomplete word

reco(ge) [/] recoge 
incomplete word followed by complete word

@n (e.g.pictura@n)
neologism, “invented word”.

6. Some things you may want to have in mind: 

· Pause does not mean change line necessarily.

· We want to transcribe each sentence (“a verb with its arguments”, so to speak) in a different line. If there are compound sentences, we cut them with y, pero, o…(only when they are linking sentences not nouns or adjectives etc. (e.g. la niña y el niño). We write in the same tier when we have “que”, “porque”, “cuando”, etc. 
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