Guidance on AI Transcription Tools for Research Projects
Researchers are welcome to choose their own transcription service providers for their projects. However, any project involving the use of AI transcription tools requires additional approval from the University’s Data Protection and Cyber Security teams. If personal data is transferred to an external transcription provider, the Contracts Team must also be contacted to ensure that a data sharing agreement or confidentiality agreement is in place.
To help reduce the time required to obtain approvals and supporting documentation, this guidance includes information about selected AI transcription tools that have previously been approved by the University’s Data Protection Officer for use in research projects.
For virtual interviews only:
Researchers are encouraged to use Microsoft Teams (with a Roehampton account) to conduct interviews and generate transcriptions using Microsoft’s built-in AI transcription tool. No additional approval from the Data Protection or Contracts teams is required for this option.
For in-person recorded interviews:
You are encouraged to use the Microsoft 365 Transcription tool (with a Roehampton account). Upload your interview recordings to Word for Microsoft 365 to generate transcriptions. Detailed instructions can be found here. As with Microsoft Teams, no additional approval from the Data Protection or Contracts teams is required for this option.
If Microsoft tools are unsuitable:
Consider using an EU-based transcription provider such as Amberscript, which has already been approved by the University’s Data Protection Officer. However, as Amberscript is an external provider, a data sharing or confidentiality agreement may be required for the transfer of personal data. Please contact the Contracts team at ResearchContracts@roehampton.ac.uk to ensure the appropriate agreements are in place.
If using any other transcription services providers:
All other transcription services providers would require additional approval from the Data Protection and Cyber Security teams, and potentially the Contracts team. Please clearly indicate the service provider information in your ethics application form. 
Consent requirements:
Researchers must ensure that participants are asked to consent to the use of the chosen transcription tool in the project’s consent form, prior to any interviews taking place.
