Standard Annotation Procedure

Revision 1

08/29/2019

CONTENTS

Phase I
Phase II
Phase III
Phase IV
Phase V
	Phase I
	2


Planning

· Start with a literature review, being sure to look for: o Preexisting corpora
o  Preexisting guidelines

o  General literature related to topic

· Approach domain experts once some preliminary literature review has been completed
· Define the nature of the annotation task:
o Concept level?
o Document level?
o Patient level?
· Define a minimum Kappa score that must be reached before proceeding with production
· Delegate primary arbitrator (usually a PI) for reconciling disagreements, e.g. decisions about the direction of the study, what concepts to include/exclude, how to approach definitions, etc.
· Draft a list of potential annotators and contact them to get a sense of their workload
· Refer to the following documents to help with creation of your Annotation Guide:
o 2Instuctions_AnnotationGuideCreation.pdf
o 3Template_AnnotationGuide.docx
· The following Sections should be completed before moving on to Phase II:
o I-1 Background
o I-2 Annotation Tool
o I-3 Instructions
o I-4 Definitions
o II-1 Meeting Notes
o II-3 References
*It is recommended that you start drafting your Annotation Guide early in the Planning Phase; it is OK and expected that it be rough at this point*
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Training

· Have a preliminary meeting with your annotators, discussing the overall goal of your study and going through the contents of your Annotation Guide draft
· Allow annotators to become familiar with the Annotation Tool and Definitions of interest, having them work on a sample of 5-10 notes on their own
· Another meeting should be held within a week to follow up on these initial annotation activities and should mostly focus on addressing issues with the Tool if present
· Annotators should feel comfortable with the Tool before moving on to Phase III
Back to CONTENTS

Standard Annotation Procedure | Updated by LAC on 08/29/2019 | Rev 1

	Phase III
	4


Development

· Sample ~10% of the total notes in your data set, and use this “Development Set” for the remainder of Phase III
· Run through 3-5 iterations (more if needed) of annotation/adjudication on sub-sets of the Development Set
· Calculate IAA after each iteration
· Meet after each iteration with as many stakeholders as possible to address Issues/Questions, Insights/Answers, and Updates; use Section II-1 to document
· Refine the Annotation Guide liberally and continuously, being sure to update the Revision number and Date every time a change is made
· Utilize the arbitrator to reconcile high-level disagreements
· IAA must equal the pre-defined Kappa score before moving on to Phase IV
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Production

· Divide the remaining “Production Set” of data between a minimum of two annotators with a minimum of 40% overlap; more annotators and/or overlap is recommended as time and money permit
· Around 2-3 iterations should be completed, calculating IAA after each
· At least 1 mid-point check-in meeting should be held to address any concerns that have arisen and to ensure things are on track
· GENERAL: because there cannot be any a priori recommendations as to the number of documents, patients, etc. required for a particular study, we generally say that there should be enough data to satisfy a statistically robust analysis
· Phase IV is finished once the entire, statistically robust Production Set has been annotated
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Wrap-Up

· Hold a final review meeting with as many stakeholders as possible
· Discuss and record lessons learned if any
· Discuss and complete archiving and sharing of data/guide if applicable
· Complete final summary analysis of annotation
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