CHECKLIST

Tales from the River project: Guidance to volunteers 
Most of this note is for oral history interviewing and gathering other material such as photos, documents etc, with a section on noting research findings and sources
[Project Plan paragraph no. in square brackets] 

Plan

– read the checklist and other documents, liaise IR if not clear on anything
– keep a note of the time you spend on the interviews, in preparation and work afterwards
Find interviewees (/possible donors or lenders) [6.; 7.]
– museums, local history groups, parish councils, social media, other community forums…
– use Info Sheet to explain the project and oral history [4., 1., 2., 3.]
Prepare, data protection issues [9.3]
– set up a paper and computer folder for each interviewee/donor or lender, with their contact details, topic or geographical area of interest, then add forms and other documents from interview/material gathering
– don't keep anything more than is needed for the purpose of arranging interviews/meetings and compiling the material they give you

– keep this material securely and make sure it doesn't go anywhere outside the project
– these points ensure everything is done in line with data protection legislation (GDPR)

– Consider Covid 19 issues. Some reading here, https://www.ohs.org.uk/covid-19-risk-assessing/ (note that we are not planning to do remote interviewing in the project)

Contact with interviewees (/material donors or lenders)
– phone contact is often better than email, unless the person prefers email
– make sure they have your contact details, including phone number
– explain that you will keep their contact details safely and not pass them on to anyone outside of the project

– if they are offering to give or lend items, explain how that would work

– explain about oral history interviews (use Info Sheet)
– check where to hold interview – their home? Find a venue via BFER or a local contact? (Needs to be quiet and minimise interruptions)
– find out what areas/topics they might cover so you can research and so you can identify if some of that would be relevant for other projects [5.]
– ask if they have any photos or other documents you could look at when you talk to them

– confirm interview date a day or two before

– If two of you are going to do the interview, check the interviewee is happy with that

– If you are doing group interviews this needs more detailed discussion – liaise IR
Plan discussion/interview

– do some background research
– plan questions, open not leading, not too many

– consider what to do if some of what they can tell you is relevant for other projects, too [5., liaise IR if unsure]. If you wish you can ask about those areas as well. As far as possible keep this distinct in the interview and note times/make it clear. If not, ask them if they are willing to be interviewed again later
Practical issues [8.]
– check your equipment/collect from BFER Thetford, practice using it, including external microphone/tripod if using, gather spare batteries 
– set the recording quality at 16 bits 44 khz WAV
– gather forms – two copies of each (copying can be arranged via BFER Thetford/IR), check you know what they are for and when to use them. 
– add your contact details to Letter authorising volunteer, get ready some ID to take with you, and your face covering
– take folders/envelopes for completed forms and lent or donated material

– safety – let someone know when you are going especially if to a person's home, and let them know when you have left. [10.]
Do interview

– show ID, give them a copy of the Letter authorising volunteer
– wear face covering if they wish until the interview starts

– maintain 2 m distance if possible

– ensure that the room is quiet as far as possible

– be relaxed, polite, reassuring

– plan breaks and make clear that they can stop whenever they wish
– explain that you might make a few notes, usually as a reminder to ask another question, or if necessary to exclude part of their interview

– set up the equipment

– Before starting the interview, explain the purpose and how we will use the recording, explain about the two forms, and that people don't need to talk about anything they don't want to and if they decide afterwards that something should not be included then that will be respected and it will be kept confidential. 

– Complete the first form, the Oral History Participation Agreement [9.]
– ask the person their name, then stop and test the sound level using the headphones, adjust if needed

– note the track number

– start again by first stating your name and the name of the project. Then ask them to give their name, the place of the interview (not the full address), the date and place of their birth (doesn't need to be the full date of birth if they prefer not), and complete the first sections of the Interview Summary form, then move on to your planned questions
– don't be rigid about the questions, let the interview flow, ask prompting questions when needed, but try not to talk yourself or make encouraging noises if you can help it – smile or nod instead and maintain eye contact. You might want to explain this to them.
– if you need to pause for any reason, use the Pause button (in preference to the Stop button, but don't worry if you use stop instead)
– make a note of the time if they request that a section is left out, and/or make sure that that request is recorded and it is clear which section
– if your interviewee is tired or interrupted and there is more to talk about, consider arranging another date
– if they have interesting photos or documents and show you them during the interview, they can be briefly described, then afterwards ask if they would be willing to lend them to us to scan and return with a digital copy if wished

– if they are willing to give or lend photos or other materials use the Collection Accession Form for this, explain that we will take care of them but cannot be liable, and explain how we would use the digital copy or the material [1.2., 3., 9.2.]
– At the end of the interview explain the second form, including that passing (assigning) copyright to the project will allow us to use the material and then to pass it on to Suffolk Archives, and they can set conditions about including full name of themselves or other people, or excluding parts. Or it can be kept closed to public access for up to 30 years, but this is generally only used for sensitive material.
– Complete the second form, the Oral History Recording Agreement [9.]
– offer them a copy of the recording of the interview (after editing to remove requested sections or interruptions) and check format that is best for them (MP3 or CD), and the transcript and/or summary

– thank them for their time and for telling their story

– make any arrangements for follow-up discussions, another interview, sending the recording (which might take two or three weeks)
 – make sure they have your contact details and know that they can get in touch
– safety – check back to let the person you arranged with know you have left
Follow-up after interview

– contact them to thank them and to follow up as arranged

Actions after interview or material gathered

– return equipment to BFER Thetford, unless keeping it for another interview
– save the original file /s on your computer without changing its name 

– do not delete it on the recorder/SD card
Items to get to IR: as soon as practical after the interview:
– the original recording – via BFER Thetford, in person, secure transfer [Use https://send.tresorit.com/ which is free, easy and secure. Add your file/s, click options Password, enter a password I will give you, and Email so you know I have got it, then click Create Link, then send me the link by email]
– the agreement forms – can be the original paper ones or email a digital copy (but keep your original paper form)

– Interview summary sheet, including any points that need editing, any references or sections relevant to other projects, and a brief summary (topics covered, areas and places mentioned, dates covered etc – just one or two paragraphs)

Items to get to IR: when convenient and makes sense with other things you are doing
– original photos or material donated or lent so that IR can scan them (though check the date you have agreed to return the lent material). You can do this via BFER Thetford/in person.
– if you are scanning or photographing the lent material liaise with IR about quality settings

– the recording from a second interview if arranged (and if that makes more sense wait until you've done both)

– Research findings and sources summary form/s and material, if directly relevant to the interview (this can wait if it is part of other research you are doing)
– expenses claim form

– volunteer timesheet form
About the Research findings and sources Summary form

This is to help you note your sources and give a summary of findings, including information on river recreation in documents, books, articles, websites, photos not yet loaned or given, or someone talked to but not willing or able to do an oral history interview. [Completed example done for a website page]. You can keep it while you are doing your research, send a copy to IR if relevant to oral history interviews or material loaned or given, and then send it to IR later once you have completed your research or for discussion.
There are two Finding sections – the first is those relevant to the Tales from the River project. You can also add a brief outline of the points of interests, though if the source gives lots of info then you might have longer notes, photos or other material which you would file. 

The second section (in lighter type) is Findings of interest or relevance to different projects, groups or geographical areas, with a section to say which project or area organisation it might be relevant to and whether you have passed it on – you can liaise IR if unsure. I’ve listed below some relevant strands of the same project or other projects.
Other relevant projects/strands:

· Tales of the River youth strand – especially keen to gather interesting stories (for (hopefully) Feb 2022 exhibition and video, and later storytelling and film) (https://www.imogensriverswims.co.uk/blog/os-brecks-2/tales-from-the-river-project-outline/) 

· Healing Waters – especially the survey strand, with info or maps of traditional or known swimming places (https://www.imogensriverswims.co.uk/blog/os-brecks-2/healing-waters-project-outline/) 

· Industrious Rivers – the trading and industrial history of rivers – likely to be a very relevant overlap, as leisure activities often happened at industry or travel places (https://brecks.org/bfer/projects/under-the-surface-discovering-heritage/2-3-industrious-rivers/)

· River Raiders – Vikings (https://brecks.org/bfer/projects/under-the-surface-discovering-heritage/2-4-river-raiders/)

· other BFER projects (http://brecks.org/BFER/projects/) 

· other local history groups looking at the geographical area or other topics but within the Brecks. Worth liaising with them, possibly joint work

· other groups geographically outside of the Brecks, such as local history groups, special interest groups

Contacts for clarification/arrangements
Tales from the River project lead

Imogen Radford

imogen36@googlemail.com 

07932 137593

The Brecks Fen Edge & Rivers Landscape Partnership Scheme

bfer.admin@suffolk.gov.uk  

01473 265600

Office: The Carnegie, Cage Lane, Thetford IP24 2DS

Further reading

Oral history interviewing section of the Norfolk Community Archives Toolkit, https://www.archives.norfolk.gov.uk/community-archives/oral-history, available as web pages and as a video 

Oral History Society guidance pages on their website, https://www.ohs.org.uk/for-beginners/
The Norfolk Community Archives Toolkit, https://www.archives.norfolk.gov.uk/community-archives 
Handout from 7 July training on research by NRO (PDF document circulated/ask IR)
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