[bookmark: _g95tj25xm0nx]Instructor Guide-Transcribing video files
1. [bookmark: _6jishnyyqrvl]READ THIS INSTRUCTIONAL GUIDE BEFORE TEACHING!
2. [bookmark: _1heaawx81j7b]Watch the tutorial video as going through this guide.
[bookmark: _e856unp9vo64]
[bookmark: _yejq46atu4xh]Why we do transcription:
Transcription is important for making videos accessible and for data analysis. Accuracy is important to both, ensuring that the right things are being “said” at the right time. 

[bookmark: _cplwdua8l1hg]Common transcription mistakes:
· [bookmark: _xepqmdygvaz4]Misspelling
· It could be anything from a simple word to a complex sentence; also, make sure that you spell people’s names correctly and, when necessary, do phonetic pronunciations correctly.
· [bookmark: _oq100qdptxgp]Mishearing
· Not hearing something that could have been mistaken for something else. A word is mistaken for a noise or vice versa. 
· [bookmark: _x5ymxay4ib6q]Missed time
· Nothing is being said, yet things are still going on screen that must be described in the description section.

[bookmark: _udewsgit1qaq]Materials:
· [bookmark: _fy8q0chtlr76]A computer for each student and one for the instructor
· For students doing the work and for the instructor showing on the projector
· [bookmark: _zfwgp9bj0w0e]Headphones for each student
· For the students doing the work not to interrupt other students
· [bookmark: _y6opzkebxl67]Projector: 
· For the instructor to show students in detail what would be happening
· [bookmark: _jrimgbxh2ltv]Adobe Premiere Pro:
· Software to help with transcription
· [bookmark: _6jcwnzigsnoh]Excel/Google Sheets:
· For transcription on the worksheet
· [bookmark: _k4feu8moh8ob]Handout
· For students to refer to as a guide
[bookmark: _apwjlg3xjzvy]Instructions with tips:
1.0 Give students the goal that each student will be able to transcribe at least a four-minute video with 85 % accuracy, then provide meaningful descriptions of at least four words or more with the transcription. 
	1.1 Give out the handout.
2.0 Introduce the students to the video that they will transcribe. 
	(The video will be the Big Block of Cheese Day)
2.1 Let the students watch the short video once to see what they are transcribing.
3.0 Start the transcription sheet with the students
3.1 Open a blank Excel/Google Sheet sheet
(Title the sheet Big Block of Cheese Day Transcription)
3.2 At the top of the Excel/Google sheet, enter the terms “Onset/Offset,” “Speaker,” “Turn,” and “Description” in separate rows.
3.3 Explain what each term means as you are putting them in. 
3.3.1. Onset/Offset- Timings on and off that the speaker will talk will be done by hour, minute, second format like hr:min:sec-hr:min: sec
3.3.2. Speaker- Who is speaking currently in the video? Identify them by name.
3.3.3. Turn- The words the speaker is speaking during their turn.
3.3.4. Description- What is happening in the video at that time that is notable is not words.
3.4 Explain that with each speaker comes a new line that needs to be time-stamped correctly down to the second.
4.0 Have students open Adobe Premiere Pro, explaining that this will be the tool to help them transcribe the video.
4.1 Have students upload the video as a new “Example Video” project to Adobe Premiere Pro.
4.1.2 Premiere Pro will automatically start transcribing the video; letting it do this will help with transcribing.
4.2 From there, students will use Premiere Pro to transcribe the video onto the Excel sheet, with the onset offset beginning at 00:00:00.
4.3 Students will listen to the video, type out what is being spoken, and then listen to the video again to refresh.
(As students do this, go around and offer help and encouragement to students)
4.4 Once students are done transcribing the video, double-check the transcription by listening to the video again.
5.0 The instructor will check the transcript for accuracy and give feedback where improvement is needed.
(Offer a feedback sandwich with two positives sandwiched by a negative feedback.)
3. Watch “The Big Block of Cheese Day” video if you have not already.
4. Have the transcription open while watching the video, or create your transcription and then check it.
5. Read through the outline.
6. Prepare all materials needed for instruction and then teach.

