
 

 

 

PROTOCOL FOR SENDING AUDIO-VISUAL DATA TO SUPERVISORS FOR RATING 

The following protocol has been designed to standardise practice in sending a-v recordings to supervisors for 

rating purposes.   Your co-operation in this would be vey much appreciated to make the process easier all 

round.  We cannot guarantee to be able to process recordings in any other way.   

RECORDING DEVICES - digital voice recorders range from £20 upwards to £500.   A mid ranged £50 machine 

from Amazon or one of the high street chains is sufficient sound quality.   It needs to have USB connection for 

you to download the files and if it makes ‘wma’ files - that is a big advantage.  A lot of machines record to 

‘mp3’ format so you will need to convert them to to ‘wma’ or ‘wav’ – don’t panic – see below! 

FILE CONTAINER FORMAT - For any device you use to record your sessions, be it audio or video, the file must 

be converted to a ‘container format’ that is able to be opened by Windows Media Player as this is the default 

player in most NHS computer networks.   For practical proposes, this means converting any files that you 

download from your computer to either the “.wma” (for audio) or “ .wmv “ (for video) formats if they do not 

already exist in that format.   There are many ‘free-download’ file converter software sites on the internet   

e.g.  ‘Format Factory’ which will convert your files to .wma or .wmv easily.   Incidentally, If you can convert 

your files to the format ‘.wav’ then this has the advantage of being opened by many different types of media 

players such as RealPlayer, QuickTime on Macs as well as Windows Media Player.  If your supervisor has a Mac 

or other player, they may appreciate you to convert your file to .wav - see below  

 

 

 

 

 

 

 

 

 

 

 

 

1. The file on the PC desktop is in ‘wav’ 

format as shown on the file icon 

2. Right-clicking the icon 

gives a drop down 

showing the file can be 

opened by Windows 

Media Player  

3. Clicking 

‘Open With’ 

gives a second 

drop down 

showing the 

other media 

players that 

will play ‘wav’ 

files 



 

STORAGE DEVICES 

Most NHS services have very stringent guidelines regarding transfer of clinical data according to the Data 

Protection Act.   You will need to consult your own IT Directorate to obtain approved storage devices such as 

memory sticks or CD/DVDs to use for use in clinical recording of sessions Most storage devices will be memory 

sticks and encrypted so the password will need to be confidentially shared.   

SFT – SECURE FILE TRANSFER 

This is the most secure and probably the easiest way to send files securely and legally across the NHS if you 

have an nhs.net account.  Here is the link that explains how to do this  

https://nww.sft.nhs.uk 

 

 

 

 

 

 

 

 

 


