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[bookmark: _Toc222133718]About this guide
Qualitative data is information that captures people's views, emotions, thoughts, and attitudes. Analysing qualitative data allows you to draw meaningful insights and discover patterns and relationships in your evidence. 
This guide will help you recognise the steps you need to follow when analysing qualitative data so that you can improve your data analysis skills and produce impactful reports. There are also top tips for reporting your analysis and using quotes. 
[bookmark: _Toc222133719]What is qualitative data analysis and why it is important?
When you analyse non-numeric information, such as interview transcripts, notes, audio/visual recordings, or even images, you analyse qualitative data. Qualitative data analysis generates nuanced information and helps you understand the "why" and the "how". It enables you to: 
Describe characteristics, qualities, and attributes 
Capture people’s thoughts, feelings, and attitudes
Interpret and understand people’s experiences 
At Healthwatch, you often collect qualitative data as free text during one-to-one interviews, observations, focus group discussions, feedback and signposting activities, diaries or even via surveys. 
Qualitative data analysis takes longer than quantitative data analysis because the researcher needs to read the free text before drawing on the insights. When analysing qualitative data, it's important to put oneself in another person's shoes and see things from their perspective. 
[bookmark: _Toc222133720]What is thematic analysis?
We use thematic analysis because:
It is a flexible approach that you can use across a range of different methods of collection
It requires little theoretical and technical knowledge compared to other qualitative analysis approaches
It is suitable for understanding different people’s perspectives, highlighting similarities and differences, and generating unanticipated insights
It is well-suited for summarising key features of a large data set

[bookmark: _Toc222133721]Before you analyse qualitative data   
Organise your data – have your complete data set in one location, systematically arranged and easy to look at. You can use dedicated qualitative analysis software to help you keep your data organised, such as MAXQDA, NVivo or Quirkos, or you can use an Excel spreadsheet.
Mark any vital information that will help you with the analysis, such as participant demographics or location. 
Think about what you want to find out, but stay open to unexpected discoveries. 
Read and re-read the data to understand it.
See our guidance on how to minimise bias in research
[bookmark: _Toc222133722]Coding your data: approach
Before you do any analysis, think about how you will approach it. There are three key approaches:
	
	Inductive
	Deductive
	Combination

	Approach
	Bottom up – you start by reading the data and then creating a coding framework
	Top down – you create your coding framework before beginning to read the data
	Combination of bottom up and top down

	Do you need a pre-defined coding framework?
	No
	Yes
	Yes

	Best used when:
	You are researching something new
	You have an idea of what you might find
	You have an idea of what you might find, but want to stay open to unexpected insights



[bookmark: _Toc222133723]Coding your data: frameworks
Creating a coding framework means you decide the themes/topics you will look for in your data before the analysis. The codes help you create structured, pre-determined labels which you can attach to the text in your data. You can use the codes to generate themes, or link multiple codes to understand the relationships between them. 
Example of a coding framework: You are doing a project on digital exclusion and have done interviews with people who struggle to access digital healthcare. To find out the relationship between income and digital exclusion, you can create an "Affordability" code. You can also develop sub-codes to explore more in-depth information about affordability. The sub-codes can be: 
▪ Income types and levels
▪ Type of telephone handset
▪ Type of telephone/internet contracts
▪ Cost of broadband/internet connection
▪ Access to IT hardware, e.g., laptops, webcams, smartphones
Example of thematic inductive analysis: In the above example, as you read through your data, you discover that people on low incomes experience other problems. For example, you might find out that some people depend on their family to buy smartphones or computers and even pay internet bills. This means that they may not have much choice about accessing remote care and could become digitally excluded if the person they depend on stops paying or moves away. The thematic inductive analysis approach helps you establish a new relationship between digital exclusion and dependencies on others. 
[bookmark: _Toc222133724]Using Excel to code your data
Using Excel to code your data is a more cost-effective approach than purchasing bespoke qualitative data coding software.
Coding interviews
After each audio-recorded interview is finished, you should transcribe your audio into written format.
Once transcribed, the interview data should be transferred into Excel with each interview in a separate tab:
Column A should include the speaker (i.e. interviewer or respondent)
Column B should include what was said
Start by adding columns to the right of the data, where you will enter your codes as you analyse the data. Include multiple columns so that you can assign more than one code to each piece of data.
Read each statement and assign a short code that summarises the main point. Keep codes consistent across the data set.
Once you have coded the whole interview, add a new tab called “Codebook”.  In the “Codebook” tab, create two columns called “Code” and “Code description”.  Copy all the unique codes from the interview tab into the “Code” column.  Add a brief description of the code in the “Code description” column.
Add any new codes to the codebook following coding each interview.  
Coding qualitative data in surveys
Locate your data — it is probably already in a survey tool (e.g. SmartSurvey). Within this system, use the ‘export’ function to download the data as an Excel file. 
Note — it may automatically download as a .csv file, or give you the option to download it as a .csv file. Either way, you need to end up with a .xlsx file. If your data downloads as a .csv file, re-save it as an .xlsx file using the Save As menu.
Copy the qualitative survey responses to a new worksheet.
You can then code the comments within your qualitative questions – add columns to the right of the qualitative data, one to three columns are probably enough.
[bookmark: _Toc222133725]Building overarching themes from your codes
Organise the words or phrases into codes. Then build a theme or multiple themes with the codes, giving deeper meaning to your data. 
A theme should offer more than a description of the data; it should tell a story about the data. Instead, themes should represent a deeper level of interpretation, capturing the essence of the data and providing meaningful insights into the research question.
Avoid simply summarising what participants mentioned about a particular topic. While these are useful for describing surface level realities, they often fail to offer deeper insights into the data’s underlying meanings and implications.
Example of building an overarching theme: In the previous example, you analysed participant interviews to discover why people are digitally excluded. As you read the transcripts, you code your data as follows:
-Technology skills
-Interest in technology
-Privacy/trust issues
-Sensory/dexterity impairments
-Fluency in English 
The codes help you develop a theme – people are digitally excluded for various reasons. The theme enables you to establish that several factors, including a lack of interest or skill, language barriers, and disabilities, can make a person digitally excluded. It can affect their interest in engaging with online healthcare services. 
[bookmark: _Toc222133726]Reaching data saturation
Data saturation is the amount of qualitative data sufficient to develop an accurate and robust understanding of the answers to your research question.
Once you reach data saturation, any new information will not add additional value to your research. There is no need to continue analysing data at this point.  
Reaching data saturation in qualitative research depends on several factors, such as your research question, your participants, your sampling and data collection methods, and the richness of your data.
Typically, a qualitative research project at Healthwatch would need around 12 to 15 participants to reach data saturation. You can carry out a few more interviews or observations to be sure.
If you have a large amount of qualitative data in a survey with several hundred responses, you might find it useful to code a random sample of around 100, rather than coding it all.
[bookmark: _Toc222133727]How do you turn analysis into insight?
Once you have agreed on and organised the key themes, you can begin to write up your findings. 
Try to use your writing to tell the story and how all the key themes relate to one another, rather than stating your results.
Synthesise the results into a compelling narrative — this will help keep the readers’ attention
Contextualise your findings by relating them to a broader landscape (e.g., the local/national picture, other work you have completed)
See our ng for further information.
[bookmark: _Toc222133728]Using quotes
When reporting qualitative data, it is essential to convey both the overarching themes and specific examples that illustrate them.. This is where quotations come in. 
Using quotes in your reports is a powerful way to show readers specific examples of what people say about services and to illustrate how your conclusions have arisen from the data. Personal stories and experiences can also be impactful and emotive. 
When to use quotes
There are some guidelines to follow to ensure that the quotes you use pack the most punch.
Use quotes to support specific themes. In other words, don’t use quotes that are unrelated to what you are discussing or about something else entirely.
It is best practice to select just one or two quotes per section that best sum up the point you are making. While it is tempting to make sure that everyone who has contributed to your report can see their response, you risk overwhelming the reader if you include every quote. The value of quotes is that they humanise the points you are making, and you don't want the emotional impact of quotes to get lost because there are too many. 
Editing your quotes
Clean the quotes so they are readable. For example, correct spelling or grammatical errors, insert [missing words] in brackets, shorten long quotes with ellipses, and use quotation marks to make your quotes distinct. It is also helpful to write quotes in a larger font and/or different style. You can also use identifiers with your quotes to make them more relatable. For example:
“I don’t want to use them [computers], and I don’t feel I should have to be forced to do this. I am a hands-on bloke and expect a hands-on approach…I think you should have a relationship with your doctor – I prefer to see the same doctor as I like that personal touch.” White British male, 58 years old 
The importance of anonymising quotes
You must anonymise any quotes to prevent people from being identified. You’ll need to consider the following issues:
Whether the information identifies someone, including indirect identifiers such as their job, place of work or the medical treatment they have received
The context of the information and whether any other data might be available to someone likely to receive the information and which might allow them to identify people
The possible consequences of identifying people from the data
See our guidance on data protection for further details.
It is good practice to include identifiers in quotes that you use—these show who has said what. However, you must ensure that identifiers do not reveal the respondent's identity and do not breach confidentiality. You can do this by using factors such as gender identity, location, and age.
[bookmark: _Toc222133729]Further reading 
At Healthwatch, it is common to undertake mixed-methods research. It means you collect both quantitative and qualitative data. To find out how to carry out quantitative data analysis, read our guide here.  
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