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    FOREWORD


    
       
    


    
       
    


    
       
    


    
      There has never been a better time for oral history. The methodology developed in the latter half of the
      twentieth century by and for academics has laid the foundation for a new generation of practitioners whose
      innovative ideas and comfort with technology put a twenty-first century spin on the field. Museum curators,
      public historians, teachers, artists, scientists, and activists are some of the user communities who apply oral
      history to their work. Most of these practitioners don’t have the time or interest for an in-depth study of
      methodology; they want the tools to create the best oral histories possible within the framework of their own
      professions.
    


    
      The Practicing Oral History series is designed for these readers. Each volume is organized
      to give readers a snapshot of some aspect of applied oral history, providing the context for the topic, the tools
      and best practices for applying oral history to their own work, and how to find additional expertise when needed.
      Each book is self-contained, giving the reader the necessary methodology, context, and practical tools between
      the covers, without an overload of information.
    


    
       
    


    
      Historical organizations, according to author Barbara Sommer, collect, preserve, and interpret history for a
      public audience. They include history museums, local history societies, historical libraries and archives,
      government records programs, state historic preservation offices, and historic sites. They can be large or small,
      have a large budget or no budget at all, be embedded within a large government bureaucracy, or operate
      independently. The attribute that historical organizations consistently have in common is support and
      interpretation of history according to their stated missions.
    


    
      Many of these organizations include oral history. For example, the State Historical Society of Missouri has
      almost 5,000 interviews in its collections and employs a full-time oral historian; the Kentucky Oral History
      Commission’s collections hold 10,000 oral histories; the Minnesota Historical Society has 2,500 interviews as
      well as a museum and public programs; and the Maria Rogers Oral History Program, a public library-based oral
      history program in Boulder, Colorado, has conducted and archived more than 2,000 oral histories. Clearly—and
      logically—oral history has an important role in historical organizations.
    


    
      In spite of such a strong interest in oral history among historical organizations, almost nothing has been
      published on the topic. Sommer acknowledges oral historian Willa Baum’s Oral History for the
      Local Historical Society, first published in 1969, as her inspiration for this book. She uses Baum’s work as
      a springboard for a much needed update designed particularly for this audience, acknowledging the myriad of
      changes in four decades.
    


    
      I can think of no one more qualified to write this book. Barbara Sommer has spent the past forty years—and
      continuing to this day—as the go-to person for doing oral history within historical organizations. Not only does
      she consult at high levels, develop budgets for oral history projects, facilitate oral history workshops, and
      speak and teach widely, she also conducts oral history interviews on a regular basis. If there is anyone who
      understands the full picture of doing oral history within historical organizations, it is Barbara.
    


    
      One of the strengths of this book is the set of examples. Barbara showcases twelve historical organizations to
      illustrate the variety of groups that include oral history in their mission; and the various ways they collect,
      curate, and present them. One particularly interesting example is the Commission of Deaf, DeafBlind, and Hard of
      Hearing Minnesotans Oral History Project. This project illustrates how the boundaries of oral history can be
      successfully stretched to serve a population for whom “oral” is not the standard way of communicating. The seven
      interviews illustrate how oral history is truly a democratic practice and can be successfully used in advocating
      for social change.
    


    
      Practicing Oral History in Historical Organizations is full of such surprises, as well as
      tips, checklists, and points to ponder. This book is long overdue and is likely to find a wide audience among the
      many historical organizations that collect, archive, and use oral history.
    


    
      Nancy MacKay        
      

      Berkeley, California 
      

      February 2015          
    

  


  
    PREFACE


    
       
    


    
       
    


    
       
    


    
      This idea for this book grew out of a conversation with Nancy MacKay, oral historian and editor of this series,
      and Mitch Allen, publisher and owner of Left Coast Press, Inc. Nancy, Mary Kay Quinlan, and I had finished the
      Community Oral History Toolkit. When I was in California, Nancy and Mitch and I got
      together. During our conversation, Nancy brought up the concept for this new series, and the idea for this book
      was born.
    


    
      I’ve thought about doing a book on this topic for a number of years. I’ve worked with oral history in historical
      organizations for several decades and am interested in exploring oral history methodology in terms of
      organizations and institutions that serve both as creators and curators. When I was introduced to oral history as
      a graduate student, I read and re-read Willa Baum’s Oral History for the Local Historical
      Society. I’ve since read many books and articles about oral history, but that book, purchased four decades
      ago, still sits on my shelf. In many ways, it was an inspiration for this book.
    


    
      In this book, I review and discuss the practice of oral history for historical organizations. Historical
      organizations are in a unique position when it comes to oral history; they often are involved in full
      development, from creation to curation. I have organized the book around a discussion of this development, which
      I describe as the oral history life cycle. It begins with an idea and winds up with new, accessible, first-person
      information.
    


    
      The book begins with an overview of historical organizations—what they are and what they do. The next sections
      cover an overview of oral history, a description of the oral history life cycle, a discussion of factors that
      have an impact on the practice of oral history in historical organizations, and a step-by-step application of the
      life cycle process. The book ends with my own reflections on the process and additional information about
      resources for readers.
    


    
      I discuss care and treatment of oral traditions separately from oral history in this book. In the case of oral
      traditions, although they are orally based sources with strong ties to oral history, the importance of culturally
      appropriate protocols guiding their creation, care, access, and use warrant this distinction.
    


    
      In the discussion of the life cycle process, I’ve included examples from a number of oral history programs in
      historical organizations around the country. Each begins with a summary of the program and then discusses and
      describes some of its work. Individually and together, they give the reader insights into the practice of oral
      history in historical organizations in the United States.
    


    
      Thank you to Nancy MacKay and Mitch Allen for developing this oral history series and to Nancy for her guidance
      and input as I was writing this book. Thank you also to Ryan K. Barland, Susan Becker, Andrea Klein Bergman, Jeff
      D. Corrigan, Paul Eisloeffel, James E. Fogerty, Emily Gallagher, Julie Golia, Jennifer Jones, Wendy Hall, Mary
      Hartnett, Kim Heikkila, Alexandra Kelly, Kristen Luetkemeier, Alisa May, Julie I. May, Sarah Milligan, Monica
      Mohindra, Jessica Neal, Cyns Nelson, Teika Pakalns, Ann Regan, and Erica S. Schultz. Your comments and ideas have
      added much to the book. And thank you to Mary Kay Quinlan for our many discussions about oral history over the
      years; they have add much as well. Finally, thank you to Larry Sommer for your input and comments, especially on
      the discussion about historical organizations.
    


    
      The opportunities for the practice of oral histories in historical organizations are many and the numbers of oral
      histories are large and growing daily. This book grew out of the Community Oral History
      Toolkit and is based in the practices and methodologies you will find in its pages. It is written for
      practitioners in the many historical organizations, large and small, the creators and curators who together are
      recording and preserving the voices of our history.
    


    
      Barb Sommer  
      

      February 2015 
    

  


  
    Chapter 1
    

    

    INTRODUCTION
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      Although museums and archives have been around for centuries, the
      use of the term historical organization is relatively recent. Historical organizations are
      historical societies, museums, libraries and archives (including government records
      programs), and historic sites that collect and preserve information and items related to
      their missions and purpose and then make this information accessible to public audiences. These organizations may
      be large, multifaceted umbrella organizations with a variety of departments, each of which focuses on a
      particular aspect of collecting and preserving the historical items entrusted to them and making those
      accessible; or they can be single-faceted, such as a single museum, a local historical society, historic site, or
      library/archive. Within these historical organizations, one can find active exhibit
      programs, educational programs, publications programs, historic preservation programs, and
      archeological programs. Although the particular missions of individual historical organizations reflect their
      specific purposes, their common purpose is the preservation and interpretation of history outside the
      academy.1
    


    
      Oral history is a vibrant and exciting source of information. Through its processes and
      programs, it offers access to first-person information that can be used in exhibitions, added to archival
      holdings, or recorded to document information about people, places, and events.
    


    
      For many historical organizations, oral history is an ongoing practice that helps them meet their missions and
      goals; it is used periodically by many more. For example, the State Historical Society of Missouri preserves
      almost 5,000 interviews in its collections. The Kentucky Oral
      History Commission, one of the largest in the country, houses over 10,000 interviews in its collections, and
      other designated repositories in the state include 35,000 more. The Minnesota Historical
      Society has collected approximately 2,500 interviews; the Nebraska State
      Historical Society 3,000; the Montana Historical Society 2,300; and the Maria Rogers Oral History Program in the
      Boulder, Colorado, Public Library 2,000. The Manzanar National Historic Site of the U.S. National Park Service
      preserves 450 interviews; the Densho Digital Library more than 1,400 interviews; and the Library of Congress
      American Folklife Center Veterans History Project, a large government-sponsored program, holds over 96,000 items
      in its collection, most of them oral history recordings. Presidential libraries and the Smithsonian Museums have
      active, ongoing oral history programs, with the program at the John F. Kennedy Presidential Library and Museum
      dating from 1964. Historical societies and historic sites, large and small, use oral history to help document the
      histories of the communities they serve. Local libraries and museums organize projects and sponsor ongoing
      programs; digital libraries also preserve and provide access to oral histories. New
      interviews are being recorded by large and small organizations every day. These thousands upon thousands of
      recordings are America’s voices. They are our individual histories and our collective history.
    


    
      Historical organizations create, care for, and use oral histories. Creation and curation
      are at the heart of the oral history process; historical organizations both collect and draw upon the primary source materials that result from the process. These practices can be driven by many
      factors—the need for exhibit materials, a recognition of the importance of filling gaps in the historical record, or even building or expanding an organization’s base—yet all fall under the
      umbrella of what we know as oral history.
    


    
      The chapters following this introduction are organized into four parts: Part One, Oral History and the Oral
      History Life Cycle, provides an overview of the theory and practice of oral history. Part Two, Oral History for
      Public Audiences, delves deeper into the theory of oral history and explores special issues that can arise when
      it is practiced within historical organizations. Part Three, Oral History: Step by Step, describes theory in
      practice and offers a roadmap for planning and implementing the creation and dissemination of oral histories.
      Part Four includes reflections on the use of oral history in historical organizations and describes some of the
      materials that organizations have developed to guide the practice. The book ends with a section on references, a
      glossary, appendices, and a bibliography.
    


    
      A note about terminology: In this book, I use both oral history and interview. Oral history refers to the process and product; interview to the recording of
      first-person information. I use both repository and historical
      organization to refer to the organizations holding oral histories. Where detailed information is needed,
      specific historical organizations are identified by type. When referring to
      the person being interviewed, I use the term narrator, although practitioners also use the
      term interviewee; you will see both terms used in the examples. And finally, when
      referring to documents assigning copyright, I use the term legal release
      agreement. These documents are also called donor forms, but throughout the Community Oral
      History Toolkit and this series of publications, we use the more formal term.
    


    Historical Organization
    Overview


    
      The term “historical organization” is a relatively new term. It was coined to describe the range of organizations
      that work with public history and includes museums, historical societies, historical
      libraries and archives, government records programs, state historic preservation offices,
      and historic sites. Basically, historical organizations collect, preserve, and interpret history for a public
      audience.
    


    
      Before we cover the practice of oral history in these organizations, let us take a quick look at the
      organizations themselves.
    


    Evolution of Historical
    Organizations


    
      In the United States, the field of history emerged as a discipline and profession during the 1880s. At that time,
      the study of history moved from an avocation to a career and, as local historian Carol Kammen states in
      On Doing Local History, history began to become what was called an institutional
      product.2 By the mid-1880s, history was recognized as a profession and the age of the amateur historian
      was considered to have ended.
    


    
      The move toward history as a profession, however, did not dampen the organization of historical societies and the
      involvement of people from many backgrounds, though it did have an impact on how those organizations functioned.
      Historical societies were, and continued to be, associations of both professional and amateur historians, often
      managed with the active involvement of volunteers. As the study of history became increasingly professionalized
      and historians grappled with its broad questions, historical associations continued to focus on a particular
      geographic area or subject matter and to serve their communities by collecting, preserving, and providing access
      to archival materials and artifacts related to their missions.3 Historical society
      leaders organized meetings, public readings, publications, and exhibitions for local or regional audiences.
    


    
      By the mid-1880s, even as the reign of the amateur historian was ending, the drive to found historical societies
      serving history outside the academy was becoming increasingly well
      established. Most states founded state historical societies early in their histories; today every state in the
      United States has a statewide historical organization or network of organizations.
    


    
      The first of these was the Massachusetts Historical Society, founded in 1791. It was followed, in order, by the
      New York Historical Society, the Connecticut Historical Society, the New Hampshire Historical Society, the Maine
      Historical Society, the Rhode Island Historical Society, the Historical Society of Pennsylvania, and, in 1831, by
      the Virginia Historical Society. Although they were called historical societies at the time, they are recognized
      today as historical organizations.
    


    
      The Massachusetts Historical Society, founded in 1791, was the first state historical society to be established
      in the United States.
    


    
      Early historical societies were privately funded, and many still are. Most had a collecting mission that included
      library holdings, manuscripts and archival materials, artifacts and, in some cases, natural history specimens.
      Their functions usually included managing a reference library and a museum.
    


    
      As the field of history grew, historical societies continued to be founded. For a time, most were patterned after
      the early models—private organizations with a focus on a specific geographic area. The Historical Society of
      Michigan was founded in 1828, the Indiana Historical Society in 1830, followed shortly by Louisiana and Kentucky
      and then California and Florida. But in the middle of the nineteenth century, the model of the state historical
      society changed. In 1854, eight years after it was organized, the State Historical Society of Wisconsin, also
      called the Wisconsin Historical Society, pioneered a new idea—the publicly funded historical society—when it
      became the first statewide historical society to receive a regular state appropriation. Other Midwestern and
      Western states followed, beginning with Minnesota in 1849 and continuing with Iowa, Kansas, Nebraska, Montana,
      and others. Since then, many of these publicly and privately funded Midwestern and Western historical societies
      have grown to become some of the most active and multifaceted historical organizations in the country.
    


    
      The Wisconsin Historical Society, the first multi-faceted historical society to receive public funding in the
      United States, was organized in 1846 and received its first public funding in 1854.
    


    
      In the twentieth century, the roles of historical organizations expanded
      and changed as a result of several major changes prompted by federal and state laws. Public records laws provided
      states with the authority to serve as public records repositories, and passage of the National Historic
      Preservation Act of 1966 created the National Register of Historic Places, the National Historic Landmarks list,
      and State Historic Preservation Offices (SHPOs), all of which shaped the functions of historical organizations in
      each state.4
    


    
      States responded to these mandates in various ways. Some states formed separate departments or assigned these
      functions to existing state agencies, while others placed these responsibilities with their state historical
      societies. Regardless of how responsibility was assigned, the result was a mid-twentieth century expansion of
      historical organizations. These organizations now often included reference libraries/archives, museums,
      government records repositories, and historic preservation programs and historic sites management. Some also
      managed archeological, educational, and publications programs as part of their missions.
    


    
      In 1976, the United States Bicentennial sparked another increase in the number of historical organizations in the
      United States. Many of these newly founded organizations had missions that included managing reference libraries,
      museums, and in some cases, historic sites or small publications programs. But as noted in the Encyclopedia of Local History, their purposes were, and continue to be, “concerned first and
      foremost with the general interest of local history in the community.”5 They are part of their
      communities and designed to work with local public audiences. Many now include oral history projects or programs
      as part of their programmatic activities.
    


    
      Libraries also often are concerned with local history. Through this interest, many include an archive as part of
      their service or mission—and as part of the role of the archive, many support oral history projects, include oral
      histories in their collections, and make oral histories accessible to their patrons. For our purposes here, this
      archival-oral history function of libraries is included in the discussion of oral history in historical
      organizations.
    


    Historical Organizations
    and Public Audiences


    
      Public audiences on all levels responded positively to the expanding number of historical organizations. In the
      1990s, analysis of the trends done by Roy Rosenzweig and David Thelen in The Presence of the
      Past: Popular Uses of History in American Life found that history museums were viewed as the most trusted
      teachers of history in the United States, surpassing the teaching of history in schools. The reason for this, the authors concluded, was that museums were successful
      in giving their visitors a powerful and substantive connection to the past. Visitors, they reported, saw
      information in exhibits, in libraries and archives, and at historic sites as real and true and, in some cases, as
      representations of personal or family connections with the past.6
    


    
      A May 2014 study done by the Institute of Museum and Library Services (IMLS), a major source of federal funding
      for museums and libraries in the United States, documented recent growth in historical organizations. According
      to the IMLS study, the number of museums in the United States has more than doubled since Rosenzweig and Thelen’s
      study, and more than half of the museums in the country were identified as history museums, historical societies,
      museums related to historic preservation, and museums classified as historic houses and sites—in other words,
      historical organizations.7 As this information makes clear, opportunities for public audiences to make personal
      connections to history continue to grow.
    


    
      This increase in the number of historical organizations of all sizes beginning in the mid-twentieth century and
      continuing today coincides with changes in the field of history that also had an impact going forward. This is
      particularly noted by the mid-century emergence of public history as a recognized field and growing interest in
      an increasingly analytical approach to local history, including the new social history. Both developments are
      finding a place in the work of historical organizations and both have broadened options for their use of oral
      history.
    


    Public History


    
      Public history is sometimes called applied history because of its application to real-world issues. Its emergence
      as a recognized field in the 1970s coincided with the increases in the number of historical organizations and
      expansion of opportunities for teaching history outside the academy.8 It often is described as
      an experimental and collaborative approach to history or as history that belongs to the people. With its emphasis
      on the use of nontraditional evidence and on re-framing questions for public audiences, the study of history
      through public history has helped historical organizations make the personal connections to history that visitors
      value.9
    


    
      As the field of public history began to grow, public historians turned to oral history as one method for
      documenting the past. Oral historians and public historians began to recognize that they shared a goal of asking
      questions to fill gaps in the historical record and that this served both well. In Doing Oral History: A Practical Guide, Donald A. Ritchie describes this
      affinity between oral history and public history:
    


    
      
        Public history is an organized effort to bring accurate, meaningful history to a public audience, and oral
        history is a natural tool for reaching that goal. The oral history and public history movements share a natural
        affinity, both having attracted practitioners and audiences different from those of more traditional history
        writing. Both oral and public history have experimented with the use of audio and video, and interactive
        videos, in museum exhibits, dramatic performances, and other applications outside the classroom and in
        publications and websites.10
      

    


    
      The availability of audio and video oral histories began to offer historical organizations increased options and
      opportunities for connecting public audiences with the past.
    


    Local History


    
      The study of local history is another important aspect of the work of historical organizations. It also is not
      new, but began to see a resurgence in the 1960s and 1970s. This change, with its more analytical, critical, and
      inclusive focus, began to be reflected in publications and in the work of public historians in historical
      organizations. Exhibits featuring information about formerly underserved populations, the development of
      increasingly inclusive educational and outreach materials, and the revision of archival and artifact collections
      policies that reflected interest in a broader definition of community all began to have an
      impact on how historical organizations documented, preserved, and disseminated history.11
    


    
      As historical organizations expanded their missions and public historians adopted a more inclusive methodology,
      stories of the past began to become more nuanced. Those that had been suppressed, such as those uncovered by new
      social history studies of class, race, gender, and family, began to surface, and sources that formerly had not
      been valued or sought out began to be used and cited by scholars and public historians. Carol Kammen’s reminder
      to local historians reflects this change:
    


    
      
        Fairness and open-mindedness are especially important for a local historian. We cannot suppress material
        because we do not like it. We cannot ignore material because it does not fit our set ideas—ours or anyone
        else’s. We cannot be blind to contradictions that emerge.12
      

    


    
      During this time, local historians also began to enlist oral history as one
      way of expanding their collections and filling gaps in their historical records.13 Oral history
      practitioners’ increased understanding of how oral history could be used to document people’s history, or history
      from the bottom up, helped advance this use by historical organizations.
    


    Oral Traditions


    
      Several of the most common definitions of oral history refer to the oral transmission of knowledge as the oldest
      type of historical inquiry. Oral historian and anthropologist William Schneider describes oral traditions as “the
      stories people tell, the ones they commonly know and consider important enough to pass on to future generations.”
      As such, he notes, an oral tradition “is a generalization about common understandings at different points in
      time.”14
    


    
      Many scholars and oral historians question an oral history/oral tradition dichotomy, preferring a more inclusive
      description such as that given here. While this is important in the understanding of oral transmission of
      knowledge, when discussing traditional information, several factors can come into play for historical
      organizations. One that stands out is the understanding that the telling of traditional stories may be governed
      by specific cultural protocols that can have an impact on how they are preserved, accessed, used, and
      interpreted. Not all historical organizations have recordings that contain traditional information and many
      recordings containing traditional information are held in culturally based organizations, but sensitivity to this
      issue is helpful for organizations with broad-based collections that may include recorded traditions. In such
      cases, historical organization personnel will want to be sensitive to the cultures of the narrators. This can
      include clarifying the legal and ethical status of the recordings, understanding ownership, reviewing the
      meanings of recorded information and identifying protocols for its respectful use, and working with the recording
      itself as an artifact. These options will be discussed in later chapters of the book.
    


    Looking to the
    Future


    
      In the midst of the growth in the number of museums documented by the IMLS survey, public historians have now
      begun asking themselves what is next for historical organizations. Many recognize that oral history is a
      continuing option for connecting visitors with the past. Oral historian
      Susan Becker provided insight into how this can work: “Sometimes people experience history as a series of facts,
      and that’s not really what oral history is about. Oral history is about the human element. It’s about texture and
      color and story that go with history.”15 Oral histories can help bring history alive for visitors to historical
      organizations who are seeking information about, and connections with, the past.
    

  


  
    Part One
    

    

    ORAL HISTORY AND THE ORAL HISTORY
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        It was so degrading during the Depression for a man not to have employment. I had a brother and sister besides
        myself, mother, and father. Five of us in the family. And from day to day, we wondered where our next meal was
        coming from.1
      

    


    
      This excerpt comes from an interview I conducted with Civilian Conservation Corps (CCC) enrollee Raymond Noyes on
      January 12, 1983, for the Arrowhead Civilian Conservation Corps (CCC) Documentation Project. During the
      interview, Noyes shared his memories of being a teenager during the early years of the Great Depression. As he
      said, although his father was one of the first welders in Duluth, Minnesota, there was no work and never enough
      for the family to eat. His eyewitness account of that time is echoed in many of the other interviews recorded for
      this project. These oral histories are held in in the collections of the Iron Range Research Center, a public
      library and archive on Minnesota’s Iron Range in Chisholm, Minnesota. Together they help put a human face on the
      history of the Great Depression.
    


    
      Oral history is a recognized process for recording first-person memories. But as oral history practitioners are
      quick to point out, the understanding of what oral history actually is varies among organizations and
      disciplines. In this section of the book, Chapter 2 examines multiple definitions of oral
      history offered by scholars, suggests a working definition most appropriate for historical organizations, and
      presents established standards and best practices for conducting and preserving oral history. Chapter 3 then presents a more in-depth description of the
      life cycle of the professional practice of oral history.
    


    





Chapter 2
    

    

    ORAL HISTORY
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      In 1977, Ingeborg Holte was interviewed as part of the North Shore Commercial Fishing Oral History Project. Like
      the other nine narrators in this project, she remembered growing up in northern Minnesota along the North Shore
      of Lake Superior, the westernmost of the five Great Lakes that border the United States and Canada. In her
      interview, she described a time when commercial fishermen and their families lived and worked in this area and on
      Isle Royale, the large island in the lake that is now a national park. Many of the narrators’ memories predated
      the coming of the first highway connecting the area to Duluth, the nearest major city. As their oral histories
      made clear, the lake shaped their lives, not just by providing a livelihood but as the route by which they
      received groceries, mail, medical supplies, and all that went into daily living. But when asked about growing up
      on the shore of Lake Superior, Ingeborg’s first memory was a visual one:
    


    
      
        And I think, too, when they began fishing, it was with sailboats. And my father, I remember, one of the things
        I remember real clearly is seeing him come in off the lake with the sailboat, you know, with the sails. Ah,
        lovely.1
      

    


    
      By recalling the non-motorized boats and the beauty of the area and her strong response to her father’s return,
      she provides users of the interview information with an understanding of the beauty of the lake and how important
      it was for fishermen to come in safely off this large and often unpredictable body of water. Her insight gives us
      a better sense of the history of the area and its early fishing communities.
    


    Oral History
    Definitions


    
      We use oral history to record and preserve information stored in memories. Although this understanding of oral
      history as narrative constructed from memory seems a simple one, an examination of the common features among
      various definitions of oral history offered by scholars and researchers can help us better appreciate all that it
      involves.2
    


    
      To begin, an analysis of the definitions offered by oral history publications, including the definition posted on
      the Oral History Association website, reveals several basic similarities.3 According to these
      sources, oral history
    


    
      • records spoken information gathered from people’s memories;
    


    
      • collects first-person information deemed historically significant by those
      recording it;
    


    
      • preserves the recorded interview information and makes it accessible to others.
    


    
      The definitions also include several additional points that add further meaning:
    


    
      • Oral histories are primary source documents (like letters or diaries).
    


    
      • Oral history refers to both a field of study and, more commonly, a research
      methodology—a data collection process.
    


    
      • Oral history’s use of open-ended questions and follow-up questions makes it an
      in-depth qualitative and exploratory research methodology.
    


    
      • Oral history requires full documentation of interview context.
    


    
      A primary source document is an original source of information that has not been changed in any way. Examples
      include correspondence, diaries, photographs, maps, public records, and oral histories.
    


    
      These points begin to define what practitioners mean by oral history. They are the commonly stated elements
      included in most definitions of the term.
    


    
      Several points not explicitly mentioned also are important to a fuller understanding of oral history; they are
      listed here and will be referred to more depth later in this volume:
    


    
      • Oral history sometimes is referred to as an oral memoir because of its biographical
      focus and its emphasis on the spoken word.
    


    
      • Background research is important in
      identification of narrators and in interview preparation.
    


    
      • Practitioners often find an understanding of social science theories, such as
      narrative and memory theories, helpful in conducting interviews.4
    


    
      • Oral histories are preserved intact as recorded.
    


    
      • The meaning of information in an interview is generated by both a narrator’s
      telling a memory and the interaction with the interviewer during the interview.
    


    
      • Oral history interviews contain verbal and nonverbal communications of information.
    


    
      • An interview is a copyrightable document created by an narrator and interviewer and
      preserved in a fixed medium (the recording).
    


    
      These points add complexity to the definition. They bring up details and nuances that guide the methodology.
      Sensitivity to these details is a critical component in the practice of oral history; they also will be referred
      to throughout this volume.
    


    
      Taken together, the items on these lists define and guide our understanding of what oral history is and how it is
      practiced. They lay the foundation for the discussion of oral history and its practice in historical
      organizations in the following chapters.
    


    
      The Oral History Association states oral history as follows:5 Oral history refers both
      to a method of recording and preserving oral testimony and to the product of that process.
    


    Oral History Benchmarks


    
      The discussion about oral history definitions suggests a set of basic oral history benchmarks, points of
      reference that identify an interview as an oral history. Based on the lists of points drawn from various
      definitions of oral history, these oral history benchmarks are:
    


    
      • evidence of thoughtful planning before a recorder is turned on
    


    
      • a structured, well-researched interview format (also called
      a question guide)
    


    
      • a clear statement of who each interview participant is
    


    
      • a controlled interview setting
    


    
      • collection of firsthand information
    


    
      • use of high-quality recording equipment
    


    
      • attention to the ownership of interview information and other legal and ethical
      issues
    


    
      • adherence to careful processing techniques
    


    
      • preservation in a designated repository
    


    
      • access to interview information
    


    
      Taken together, these benchmarks encourage practitioners to think holistically about the practice of oral
      history, from creation to curation and use. They are the guides that, when used with the principles and best
      practices discussed next in this chapter, form the basis of oral history methodology.
    


    Other Types of Recorded Discussions about the Past


    
      Often, all recorded discussions about the past are called oral histories. But there are other ways of collecting
      people’s memories that achieve different ends while complementing or supplementing oral history methodology.
      Here, briefly described and with reference to the benchmarks, are several other common types of interviews that
      often are found in historical organization collections.6
    


    
      Surveys: A survey consists of closed-ended questions and follows a standard script or protocol. Surveys do not
      allow for follow-up questions, may not identify interviewees beyond basic demographic information, and the
      individual survey results often are not preserved or made accessible.7
    


    
      Family histories: Individuals and families composing family histories sometimes record stories of the past. Such
      discussions may have a question-and-answer format and often are called oral histories, but historical
      organizations will want to make sure they include a clear identification of interviewer and narrator, use
      follow-up questions to probe the importance or meaning of the stories, document the interview context, and have
      clear copyright status.
    


    
      Journalistic interviews: Journalists often do well-researched interviews, record them on high-quality equipment,
      and use open-ended questions and follow-up questions to search out information. But journalistic interviews are
      intended as sources for stories, and the journalist’s focus is typically on gathering quotes or excerpts from
      interviews rather than preserving interviews as intact documents. From an oral history perspective, often the
      copyright status of journalistic interviews is not clear. Its ethical status also may be unclear; interviewees
      giving a journalistic interview may not understand that the full interview
      will be preserved and made publically accessible on an ongoing basis.
    


    
      Books and documentaries: Interviews recorded for specific use in a publication often contain a good deal of
      nuance and depth. While such interviews can contain valuable information and are sometimes referred to as oral
      histories, the interview context and purpose should be fully documented, and its copyright status should be
      clarified.
    


    
      Folklore: The collection of folklore is very closely aligned with the practice of oral history, but there are
      nuanced differences in the purposes for doing interviews and handling copyright that may be helpful for
      historical organizations to consider. In recorded interviews, folklorists often explore expressions of
      information as part of interview content; this can include songs, poems, and other original artistic or creative
      works. For this reason, narrators may decide to retain copyright to their recorded interviews—the legal release
      agreements they sign will reflect this decision.8
    


    
      Written notes and historic transcripts: Questions also come up about the use of written
      notes rather than recordings to document interview information and of transcripts of historic meetings from
      decades or centuries ago (not to be confused with oral history transcripts). Again, although the information in
      these sources is valuable, these materials are not oral histories. In the case of written notes, the information
      may be subjective or incomplete—there is no way of knowing without a recording to document the interview.
      Transcripts of meetings from decades or centuries ago also may be subjective or incomplete in ways that are not
      clear to present-day users. Labeling any of this information as oral history, with its implied reference to exact
      documentation of the spoken word, is misleading; the items should be clearly labeled as meeting notes and
      transcripts.9
    


    
      In short, although any form of collecting information about the past can be of value, it does not necessarily
      qualify as oral history. Oral history is both a research methodology and the concept of permanently saving
      personal memories and stories of the past. If a discussion about the past is labeled as oral history, it is often
      considered to be just that. Thus, it is important for historical organization personnel to keep in mind that if
      an interview does not meet the oral history benchmarks, it may actually be something else.
    


    Oral History Standards
    and Best Practices


    
      Several sets of standards have been proposed to guide the practice of oral history, all of which apply the
      benchmarks discussed earlier in this chapter. The Oral History Association,
      the U.S. professional association for oral history practitioners, began developing principles and best practices
      in 1968, and its Principles and Best Practices were most recently revised in 2009.10 Also
      useful to personnel dealing with oral history in historical organizations are the best practices for community
      oral history in the Community Oral History Toolkit, which are reprinted here:
    


    
      Oral history principles and best practices define standards applicable to the practice of oral history across
      historical organization boundaries.
    


    Best Practices for Community Oral History


    
        1. Familiarize yourself with the Oral History Association’s guidelines. First
      developed in 1968 and revised and updated regularly, these guide the practice of ethical oral history and form
      the foundation on which solid oral history projects are built. Becoming familiar with them
      will help your project get off to a strong start.
    


    
        2. Focus on oral history as a process. Using standard historical research methods,
      you are setting out to explore a historical question through recorded interviews, giving them context and
      preserving them in the public record—in addition to whatever short-term goals your project may have, such as
      using interview excerpts to create an exhibit or celebrate an anniversary.
    


    
        3. Cast a wide net to include community. Make sure all appropriate community members
      are involved in your project and have an opportunity to make a contribution. Community members know and care the
      most about the project at hand, and the more closely they are involved in every aspect of it, the more successful
      it will be.
    


    
        4. Understand the ethical and legal ramifications of oral history. Oral historians
      record deeply personal stories that become available in an archive for access both in the present and the future.
      So oral historians have ethical and legal responsibilities to abide by copyright laws and respect narrators’
      wishes while also being true to the purposes of oral history.
    


    
        5. Make a plan. At the outset, define your purpose, set goals, evaluate your
      progress, and establish recordkeeping systems so details don’t get out of control.
    


    
        6. Choose appropriate technology with an eye toward present and future needs.
      Technology is necessary for recording interviews, preserving them in an
      archive, and providing access and using them for public displays. Make wise decisions about the technology you
      use.
    


    
        7. Train interviewers and other project participants to assure consistent quality.
      Oral history interviews differ from some other interview-based research methods in the amount of background
      background research and preparation required. Make sure interviewers and other personnel are thoroughly trained
      in oral history principles, interviewing techniques, recording technology, and ethics.
    


    
        8. Conduct interviews that will stand the test of time. This is the heart of the
      oral history process, but its success depends on laying solid groundwork.
    


    
        9. Process and archive all interview materials to preserve them for future use. Oral
      history interviews and related materials should be preserved, catalogued, and made available for others to use in
      a suitable repository, such as a library, archive, or historical society.
    


    
      10. Take pride in your contribution to the historical record. Share with the community
      what you’ve learned, and celebrate your success.11
    


    
      These standards define expectations, reinforce benchmarks, and are applicable to all oral histories. They can be
      invaluable guides to the practice of oral history within historical organizations.
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      The oral history benchmarks described in Chapter 2
      offer a template for defining an interview as an oral history. The methodological structure built upon the
      template covered in this chapter moves that discussion from the abstract to the concrete. As described here, the
      holistic approach to the practice of oral history can be represented by the oral history life cycle. It includes
      five main steps: idea, plan, interview, preservation, and access/use. The discussions about each point summarize
      its application and use by oral history practitioners working with and in historical organizations.
    


    Steps of the Oral
    History Life Cycle


    
      The steps in the oral history life cycle move from conceptualization to creation to curation. This view of oral
      history makes clear that it does not start or end with the interview; rather, the interview is part of the
      continuum of actions that, guided by the benchmarks, creates and preserves it and makes it, and the information
      in it, accessible on an ongoing basis. Figure 3.1 illustrates this process.
    


    Idea


    
      Oral history begins with an idea. Perhaps a community group has an interest in recording memories of recent
      changes in downtown businesses due to a demographic shift. Or maybe a natural disaster has inspired a community
      to record their shared experience. Or maybe it is something used as an excuse for a festival or commemoration. An
      organization may want to record information about a lost or rapidly disappearing way of life, such as in the oral
      history project about commercial fishing on Lake Superior. The idea is the starting point of the oral history
      process.
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        Figure 3.1: Oral History Life Cycle. The graphic
        seen here was developed for this publication. Oral historians present the life cycle in different ways but the
        underlying concept is the same—every step from idea through access/use is related to the other steps in the
        process.
      

    


    
      Ideas are exciting, and an interest in asking people to discuss their memories, to learn about a particular time
      and place in such an intimate and personal way, can be powerful. But an idea is just a beginning. Oral history
      practitioners will then want to consider how and why oral history might be
      the preferred methodology for documenting information about that idea. They will want to know if the information
      they hope to record has already been documented elsewhere, if narrators with first-person knowledge are available
      to be interviewed, and if there is an available repository that can care for the interviews. These questions
      remind practitioners of the importance of all steps in the oral history life cycle.
    


    Plan


    
      The plan is the second stage in the life cycle of an oral history. A plan identifies what will be needed to
      create oral histories that will delve deeply into the idea.
    


    
      Oral history plans should cover certain points. A form like the Project Design Statement (Appendix D, Form 1), discussed in detail in Chapter 9, helps identify planning steps and often is used
      to guide the process.
    


    
      Many plans begin with a short but specific mission statement that defines the idea in oral history terms. Plans
      often include lists of topics to guide practitioners when developing interview questions. They document decisions
      about such basic matters as the recording equipment and formats, the proposed repository, and the language of a
      legal release agreement. Plans also identify the needs for oral history personnel who will be involved, including
      a team leader and interviewers, and options for necessary support (funding, volunteers). A plan basically covers
      the decisions that move the idea toward the interview; in the long run, it helps document interview context for
      users.
    


    
      Oral history plans are an ongoing point of reference for everyone involved in the oral history life cycle.
    


    Interview


    
      The interview is the central stage of an oral history life cycle. Through it, practitioners create an oral
      history that documents information about the idea. With its interaction between interviewer and narrator and its
      open-ended questions and follow-up questions, an interview is designed to generate and capture new information or
      gain new insights about existing information.
    


    
      Oral history interviewing is both an art and a science. The art is in the active listening to the narrator and
      the sensitivity to the interview information revealed in the interview. The
      science is in the adherence to methodology and benchmarks. As practitioners know, the result often is a
      discussion of the narrator’s memories at a level of detail and insight that surprises even the interview
      participants.
    


    
      Interviews are the central stage in the oral history life cycle; actions preceding them lay the groundwork for
      doing the interviews, and actions following them focus on the care of the interviews.
    


    Preservation


    
      The fourth stage of the oral history life cycle, preservation, moves the life cycle from creation to curation.
      Preservation begins as soon as the recorder is turned off and, as oral historian and author Nancy MacKay has
      observed, is the stage at which the oral history is most vulnerable to potential loss.1
    


    
      Preservation is why it is so essential to identify a possible repository in the initial plan. Labeling an
      interview as an oral history carries the assumption that it will be available into the future. But the reality is
      this doesn’t happen by itself. It is the repository that makes it happen.
    


    
      Historical organizations are among the most common and best-known oral history repositories. These museums,
      libraries, archives, and historic sites are experienced in and qualified to meet the distinctive needs of fragile
      recordings and to preserve oral histories and the information they contain.
    


    Access/Use


    
      The oral history benchmarks of preservation and access are part of what sets oral histories apart from other
      types of information about the past. When these primary source documents are accepted by repositories, they join
      the vital collections of first-person information—such as letters, diaries, maps, and organizational records—that
      serve as the basis for research.
    


    
      This access also provides historical organizations with new information for exhibits, documentaries, education
      programs, and publications. These uses depend on careful development of the oral histories throughout each stage
      of the life cycle. A high-quality recording containing new and in-depth information about an event or a way of
      life, preserved and carefully curated and accessible, is a gold mine for users of the information.
    


    Historical Organizations
    and the Oral History Life Cycle


    
      Oral history practitioners in historical organizations bring a variety of skill sets and backgrounds to their
      work. This is illustrated by the results of a 2010 survey conducted by the Oral History in the Digital Age (OHDA)
      project. Many survey respondents indicated that their work in oral history was rooted in their professional and
      institutional identities.2 Survey results also showed that a number of the respondents had received specific training in
      oral history methods. Given the growth in the number of historical organizations and their documented value as
      teachers of history for public audiences, opportunities for the uses of preserved and accessible oral histories
      have also grown, as the following examples illustrate. The challenge for oral history practitioners from many
      different backgrounds and types of historical organizations is to incorporate their training, skill sets, and
      varied professional or institutional identities into a common goal: well-researched, well-documented, preserved,
      and accessible recordings that meet oral history benchmarks and standards.
    


    
      The creation and use of oral histories in and by historical organizations takes many forms. Many historical
      organizations have ongoing oral history programs that develop and carry out their own oral
      history projects—sets of interviews about a specific subject or event—that are designed to
      create new primary source documents. Others do not have ongoing programs but develop oral history projects for
      specific purposes. Either way, these interviews then become sources for exhibitions, documentaries, publications,
      and scholarly uses of the interview information. Exhibits at the Manzanar National Historic Site in California
      and the Tenement Museum in New York City illustrate the use of oral history in interpretative materials developed
      for their public audiences.
    


    
      The Manzanar National Historic Site is an example of a historical organization that uses oral history to
      interpret a historic site. According to Kristen Luetkemeier, oral historian and park ranger, recorded oral
      histories about the history of the Manzanar site are preserved and made accessible to researchers at the site and
      at several off-site repositories, including the Densho digital archive. Exhibit designers use information from
      these oral histories in exhibit development. The exhibit panel on “Absent Parents, Broken Families” (Figure 3.2) illustrates how designers draw from some of the oral history gems, as they describe the
      recorded interviews, to bring human stories into the interpretation of the history of this Japanese internment
      camp.
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        Figure 3.2: Absent Parents exhibit panel, developed using oral history interview
        information from the Manzanar Oral History Project. Manzanar National Historic Site (California), National Park
        Service, 2015. Courtesy of Manzanar Historic Site, National Park Service.
      

    


    
      The Lower East Side Tenement Museum in New York City is another example of a historical organization that uses
      oral history. Oral history projects at this museum are place-based and topic-based; information recorded in the
      interviews focuses on themes related to immigration and the history of tenement housing in the Lower East Side of
      New York City. But as Emily Gallagher, Community Outreach Coordinator, notes, the interviews transcend a specific
      period of time and are used by exhibit designers to help define common themes about immigration, for example, and
      integration into a new culture. The Baldizzi Kitchen interpretation in the Tenement Museum, shown here in
      Figure 3.3, illustrates this use. It incorporates an excerpt from an audio recording with
      Josephine Baldizzi remembering her immigrant parents and life in the apartment. Through use of this first-person
      information, visitors gain insight what life was like for immigrants on New York’s Lower East Side. In doing
      this, it also helps the museum meet its mission:
    


    
      
        The Tenement Museum preserves and interprets the history of immigration through the personal experiences of the
        generations of newcomers who settled in and built lives on Manhattan’s Lower East Side, America’s iconic
        immigrant neighborhood; forges emotional connections between visitors and immigrants past and present; and
        enhances appreciation for the profound role immigration has played and continues to play in shaping America’s
        evolving national identity.3
      

    


    
      [image: Image]

      
        Figure 3.3: Visitors in the Baldizzi Kitchen, Lower East Side Tenement Museum, New York
        City. Interpretation in the kitchen incorporates use of an audio recording to help give visitors a first-hand
        connection to its history. Keiko Niwa, photographer. Courtesy of Lower East Side Tenement Museum, New York, New
        York.
      

    


    
      In many places, state historical societies and regional libraries such as the Maria Rogers Oral History Program
      at the Boulder, Colorado, Public Library use oral history to fill gaps in their collections. They do this by
      developing oral history projects on various ideas, some of which have a broad focus while others are smaller,
      more local projects. The oral histories are widely used for exhibits, publications, documentary development, and
      by users who do research in the collections. Text Box 3.1 illustrates how the Maria Rogers
      Oral History Program in Boulder, Colorado, and its program manager, Cyns Nelson, use the concept of the oral
      history life cycle to guide their work.
    


    
      
        Text Box 3.1: Oral History Life Cycle Description by Cyns Nelson, Program Manager, Maria
        Rogers Oral History Program at the Carnegie Library for Local History, Boulder, Colorado.
      


      
        Maria Rogers Oral History Program
      


      
        Carnegie Branch Library for Local History
      


      
        The Maria Rogers Oral History Program, at the Carnegie Branch Library for Local History, is a collection of
        audio and video interviews with long-time residents and other people knowledgeable about the history of the
        city and county of Boulder, Colorado.
      


      
        Cyns Nelson, Program Manager for the Maria Rogers Oral History Program in Boulder, Colorado, describes the
        program’s work in terms of the stages of the oral history life cycle as follows:
      


      
        a. Idea: Ideas for oral history projects come in many forms: They are generated by our volunteers; generated by
        citizens who contact us with names of people to interview; generated by countywide need, such as the
        documentation of an epic event; generated by an assessment of the existing historical record, which might
        reveal gaps in our body of evidence; and are generated by collaborations with community groups and county
        agencies.
      


      
        b. Plan: Project planning has several stages: determination of project goals and objectives, grant writing if
        needed, training for interviewers and/or videographers, setting a timetable, scheduling equipment, and
        coordinating the schedules of interviewer, narrator, videographer.
      


      
        c. Interview: Most of our interviews are done with video. A consent/release form must be signed. If the
        interview is in a private home, two people from our program must be present. We have guidelines and protocols
        that follow best practices recommended by OHA.
      


      
        d. Preservation: The oral history is copied from the original DV-tape to a DVD. We make a preservation copy on
        gold DVD, a patron access copy on standard DVD, and a standard DVD for gift to the narrator. We strip audio
        from the DVD and save the resulting file as .wav for preservation and .mp3 for internet streaming. Audio files
        are stored on multiple drives managed by the Boulder Public Library, and drives are backed up daily. A goal is
        to get original video into a format that also can be stored on library servers/drives. Finally, we create
        transcripts that are stored on the library server.
      


      
        e. Access: This is HUGE. To be fully accessible, an interview must be discoverable, understandable, available,
        and usable (it must exist in a format that people can/will use). We try to hit all those points: (1) Oral
        histories are integrated into our public library catalog, so our users can discover interviews based on
        queries; a researcher using the library OPAC will discover our interviews along with other library holdings.
        (2) Our catalog record includes abstract, key words, and LC Subject Headings to help users understand what the
        interview contains. We transcribe nearly all of our new interviews and we view the transcript as a key tool for
        making interviews accessible. Transcripts help people scan the interview to quickly understand the content. (3)
        From the public library catalog, users can select an interview and immediately listen online. Per the
        consent/release, narrators understand that their interview will be publicly available. (4) We have a dedicated
        website (online archive) that plays audio and displays the transcript. People use that combination—from any
        computer that connects to the internet—to identify portions of the interview for listening. In addition, the
        public can browse our website for special collections or use the search function to plug in names or keywords.
      


      
        Source: Email from Cyns Nelson to Barb Sommer, January 26, 2015
      

    


    Oral History Life Cycle
    Recap


    
      As Cyns Nelson and the Maria Rogers Oral History Program illustrate, the five parts of the oral history life
      cycle guide the recording, care, and availability of oral histories. Each of the parts is important to this
      process; taken together they move on a continuum to add first-person information about events or ways of life to
      the historical record.
    


    
      Historical organizations can benefit from this description of the life cycle in several ways. For historical
      organizations creating and curating oral histories, the oral history life cycle, along with a definition and the
      benchmarks and standards discussed in Chapter 2, can
      serve as a guide for doing this work. For repositories that accept oral histories created by others, the
      information can help guide the review of this process. And for individuals and organizations creating oral
      histories and in need of a repository, the information can help clarify steps involved in the practice of oral
      history, thus enhancing preservation and access/use options for the interviews.
    


    
      As the numbers of oral histories in historical organizations continue to grow, opportunities for their use also
      can and will grow. Tending to the full life cycle process can add future options and opportunities for use of the
      recorded interviews.
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        I … said I just wanted to go to the Legislature and testify. … I was really excited to testify on behalf of
        DBSM [DeafBlind Services Minnesota]… . I was with an interpreter … at the committee hearing. I was called to
        testify. I got right up there. I said “hello” to each one of the legislators and I said, “I am here to tell you
        the truth.” Well, that got their attention. I explained everything—how DeafBlind people need SSP [Support
        Service Provider] services, just how critical it is to have SSPs for us to be able to interact fully and safely
        in the community… . I can’t remember all I said. But when I was done, I thanked them all and sat back… . We got
        big money out of that one. Oh, man, I can’t even remember how much it was.1
      

    


    
      This excerpt of an interview with Lynette Boyer is one of seven interviews from the Commission of Deaf, DeafBlind
      and Hard of Hearing Minnesotans Oral-Visual History Project. Boyer’s interview is the first known formal oral
      history recorded in Minnesota with a DeafBlind person using tactile sign language. In this part of the interview,
      she provides an example of her leadership in her community and makes clear her determination to speak out for the
      needs of that community in a public forum. Her pride in making her point is clear. When her interview information
      is reviewed in context—how she communicated it, the needs she discussed, and what was at stake—the excerpt takes
      on added meaning. The oral-visual history project is now in the collections
      of the Minnesota Historical Society. Project interviews can be accessed on the commission’s website
      (www.mncdhh.org/heritage/).
    


    
      This interview and the project of which it is a part serves as an example of how oral history can provide
      historical organizations with new, non traditional sources of information that can be made available to public
      audiences. These oral histories, which focused on activism and leadership by its members on behalf of Minnesota’s
      Deaf population, filled a gap in available information about this historic and diverse Minnesota community.
    


    
      Although information in oral history interviews may be new, many of the steps involved in the practice of oral
      history will be familiar to historical organizations from their day-to-day work. Oral historian Rose T. Diaz and
      historian Andrew B. Russell, in an essay focusing on the strengths of professional and institutional cooperation,
      recently noted a number of parallels between the practice of oral history and the broader work of historical
      organizations. They point out that, as teachers of history, public and local historians, many of whom are museum
      professionals, archivists, historic site administrators, and librarians, they often use basic oral history
      techniques on a daily basis. That is, they routinely look for gaps in knowledge, think about how to document the
      experiences of people and communities missing from the historical record, explore nuances and meanings in primary
      source documents, and are sensitive to issues of privacy and the impact of new information on the community they
      serve.2 Best practices among historical organizations on these issues often parallel those of oral
      historians, including issues of ownership, ethics, funding, care, and use. Even though the role of acting as
      creators as well as curators may be new to some historical organization personnel, these parallels illustrate the
      affinity between public history and oral history.
    


    
      Another attribute shared by oral historians and historical organizations is sensitivity to the community. This is
      reflected within the practice of oral history by its commitment to documenting voices not previously heard,
      respect for the roles of both narrator and interviewer in the creation of the interview, and an understanding
      that memories are narratives and have layers of meaning. Parallel attributes in historical organizations include
      sensitivity to “casting a wide net” when building collections, maintaining close ties with communities and their
      members, and respecting the voices and input from community members when including their stories in exhibits.
    


    
      Yet despite these similarities, historical organization professionals will recognize one significant way in which
      oral history, with its focus on creating primary source documents, differs from the work of historical
      organizations: historical organizations traditionally accept donated materials rather than create new ones. Recognizing that this reliance on donations can result in collections that don’t
      fully represent an organization’s public audience, oral historian and archivist James E. Fogerty describes the
      practice of oral history in historical organizations as an opportunity to bridge the gap between existing
      collections and missing subject areas. Working with oral histories also can lead to information about other
      documents such as photographs, diaries, and organizational records, or perhaps artifacts such as clothing or
      personal mementos. These then also may become available for historical organizations to acquire, further
      broadening and enhancing their collections.3
    


    
      This part of the book will cover issues of mutual interest and concern to historical organization personnel and
      oral history practitioners. In order, the five chapters discuss legal issues and standards, ethical issues and
      guidelines, the management of the oral history process and resources, guidelines for conducting and preserving
      interviews, and issues of stewardship that are relevant to the work of historical
      organizations.
    


    





Chapter 4
    

    

    LEGAL STANDARDS AND OPTIONS
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      When an interview is completed and the recorder is turned off, a copyrightable document has been created. U.S.
      copyright law states that copyright— that is, the legal ownership of a creative work—goes directly to the owner,
      in this case, the speakers. Issues regarding copyright are the primary ways that our oral history work touches
      the law, as will be discussed in this chapter. This brief review is not intended to provide legal advice, but to
      be an overview of various legal options available to historical organizations.
    


    Copyright Law


    
      Under U.S. copyright law, when an oral history interview ends, the recording, as an original work “of authorship
      fixed in any tangible medium of expression," becomes a copyrightable document. Because copyright law
      basically considers oral history interviews as joint works—as the creative work of two or more authors whose
      contributions are inseparable or interdependent— interviewer and narrator are considered joint authors of an oral
      history interview.1
    


    
      In the United States, copyright is governed by the Copyright Act of 1976 and the Digital Millennium Act of 1998.
      International protection is offered through two principal conventions—the Berne Convention, administered by the
      World Intellectual Property Organization, and the Universal Copyright Convention.
    


    
      Internationally, copyright is governed by the laws of each individual country. Protections vary from country to
      country.
    


    
      Copyright law protects six rights, all of which have an impact on the practice of oral history. Authors retain
      the right to
    


    
       
    


    
      •reproduce the work
    


    
      •create derivative works
    


    
      •distribute copies of the work
    


    
      •publicly perform the work
    


    
      •display the work
    


    
      •perform the work by means of digital audio transmission
    


    
       
    


    
      These rights go into effect the moment the recorder is turned off, whether or not a document is registered with
      the copyright office.2
    


    Copyright Law and Oral
    History


    
      Because interviewers and narrators are considered the authors of oral histories under copyright law, users of the
      interview information must seek permission from both of them regarding copyright and its rights. This process
      involves use of a legal release agreement. A legal release agreement clarifies the intent to conduct an
      interview, delivery and acceptance of the interview to the designated party (often a historical organization
      repository such as a library or an archive), copyright assignment, and the interviewee’s right to future use of
      the interview information. Copyright permissions are then handled by the entity or organization named in the
      agreement.3
    


    Legal Release Agreements


    
      In legal terms, legal release agreements are either deeds of gift or contracts. Most oral history legal release
      agreements are deeds of gift—that is, they are given with no monetary consideration. Contracts are more formal
      documents that include a statement of value and compensation.4
    


    
      The use of legal release agreements was developed by some of the first large oral history programs in the
      country. The process has been refined and updated since then, but the basic format remains the same: the form
      includes a statement identifying an agreed-on copyright status for the interview information.
    


    
      Most legal release agreements begin with an informed consent statement [⇦1]. This
      statement clarifies the intent to conduct the interview. An informed consent statement does not need to be long
      or involved, but its purpose should be clear; it documents interview participants’ understanding of the purpose
      and intent of the interview.
    


    
      
        Form 4.1: Annotated Oral History Legal Release Agreement
      


      LEGAL RELEASE AGREEMENT


      
        The purpose of the ____________ Oral History Project is to document ____________. In order for your interview
        to be placed in the project repository and made available for future use, it is necessary to sign this gift
        agreement. Please read it carefully and ask any questions you may have regarding its terms and conditions
        before signing it. [⇦1]
      


      
        Agreement I, ____________, interviewee, of ____________ (address) permanently donate and convey my oral history
        interview dated ____________ to the ____________ (repository). In making this gift I understand that I am
        conveying all right, title, and interest in copyright to the repository. [⇦2]
      


      
        In return, the oral history project/repository grants me a non-exclusive license to use my interview through my
        lifetime. I also grant the oral history project/ repository the right to use my name and likeness in
        promotional materials for outreach and educational materials. I further understand that I will have the
        opportunity to review and approve my interview before it is placed in the repository and made available to the
        public. Once I have approved it, the oral history project/repository will make my interview available for
        research without restriction. Future uses may include quotation in printed materials or audio/video excerpts in
        any media, and availability on the Internet. [⇦3]
      


      
        
          
          
        

        
          
            	   NARRATOR [⇦4]

            	   INTERVIEWER
          


          
            	Name (print) ____________

            	Name (print) ____________
          


          
            	Signature _______________

            	Signature _______________
          


          
            	Date ___________________

            	Date ___________________
          

        
      

    


    
      A legal release agreement then continues with the specific assignment of copyright. [⇦2]. The example in Form 4.1 is a classic copyright transfer statement; it
      transfers all rights, title, and interest in copyright to a named entity or repository. The final sections of a
      standard legal release agreement typically include statements about the preservation and access guidelines that
      will be followed [⇦3]. One of the most critical of these, reflecting expanded digital age uses, is a statement
      acknowledging possible uses of oral histories in Internet postings.
      Statements of narrator and interviewer rights in legal release agreements often include the right to use the
      authors’ names and likenesses in outreach and educational materials, a nonexclusive, lifetime right of the
      narrator to use the interview for personal use and in future works of their own, and the narrator’s right to
      review the oral history before it is placed in a repository.
    


    
      The signature lines, with places for interviewer and narrator, [⇦4] must be signed by both narrator and
      interviewer. Some practitioners prefer to use separate legal release agreements for the narrator and interviewer,
      but the purpose is the same.
    


    
      Finally, many legal release agreements leave a space for including additional comments or conditions that must be
      cleared with all the parties involved before they are inserted and signed.
    


    
      The rule is absolutely clear. If you want to make sure that an interviewee or an interviewer has assigned his or
      her copyright interests … , there must be a signed written agreement. John A. Neuenschwander.
    


    
      In addition to standard legal agreements, the need for specialized agreements occurs when employees, contractors,
      and volunteers create interviews. This is a situation that historical organizations often face. For full-time
      employees, interview ownership rights are treated as works made for hire and are automatically transferred to the
      historical organization. Options for ownership rights of contractors, temporary and part-time employees, and
      volunteers involve securing copyright either through a work-made-for-hire agreement or an assignment of copyright
      agreement. The assignment of copyright agreement is the more direct approach, but the decision on which option to
      use should be based on access/use plans for the interviews. The agreement should be completed and signed before
      interviewing begins.5
    


    Access Issues in Legal Release Agreements


    
      The use of legal release agreements is an integral part of the preservation stage of the oral history process.
      These agreements are important enough that recordings with outdated or missing agreements, including those giving
      verbal consent on the recording but without a written agreement, or those that don’t contain updated use
      statements, merit special attention by repositories holding them. This particular issue is a specialized area
      involving copyright and access; check with the Oral History Association and major oral history repositories for
      the most up-to-date information. Historical organizations can help those holding oral history collections work
      their way through these legal questions with workshops such as that shown here. The “Pathways to Access” tool
      created by the Kentucky Oral History Commission (Appendix C) illustrates the
      types of decisions facing holders of oral history collections with outdated or missing forms. Created for that
      state, it indicates the complexity of questions for repositories facing this issue.6
    


    
      [image: Image]

      
        Figure 4.1 Workshop on copyright and access for holders of oral histories collections.
        Kentucky Historical Society, Kentucky Oral History Commission. Kopana Terry, photographer. Courtesy of the
        Kentucky Oral History Commission, Frankfort, Kentucky.
      

    


    Copyright Options for
    Oral History Practitioners


    
      For many years, oral history practitioners have had two basic options for handling copyright. The most common of
      these has been transfer of copyright to an entity such as a repository, although oral historians seeking broader
      access or working for government repositories typically put interviews into the public
      domain. These options have worked pretty smoothly for recordings as unique, tangible objects over the years.
      But expanding opportunities for uses of digital recordings and the use of
      physical and digital repositories have led some practitioners to seek further options. The
      most well known is a Creative Commons license, which allows for flexibility in ownership
      while still providing for ongoing access and use. All three options involve use of a legal release agreement, but
      the language and copyright assignment varies with each.7
    


    Copyright Transfer


    
      Most oral history practitioners use legal release agreements that transfer copyright to a named repository or
      entity. For historical organizations, that repository will most commonly be a museum, library, archive, or
      historic site. Standard legal release agreement language that has been used by practitioners for many years is as
      follows:
    


    
      
        I, ____________, narrator, donate and convey my oral history interview dated ____________ to the ____________
        (repository). In doing so I convey all right, title, and interest in copyright to this repository.
      

    


    
      This language clearly states the transfer of copyright and identifies who will hold ownership ofthe work. In
      doing so, it provides a narrator with information about where and how an interview will be held on a permanent
      basis and assigns responsibility for its preservation and access/use to a repository.
    


    
      The best legal release agreements contain precise but not overly legalistic language, document the full meeting
      of the minds between the parties on all relevant issues, and provide a road map for future use and
      administration. John Neuenschwander.
    


    Fair Use


    
      In addition to clarifying ownership, copyright status also affects guidelines for use of oral histories. One of
      the most important is application of the fair use privilege. Fair use is designed to
      encourage use of copyrighted material for vital public education purposes such as “criticism, comment, news
      reporting, teaching, scholarship, and research” without infringement of copyright ownership.8 It limits the amount of
      information that may be used and the purpose for which it is used, but it does allow some flexibility within
      control of the rights of copyright. But overall, even though fair use
      provides some options for use of interview information, it is the responsibility of oral historians to tend to
      full copyright rights through legal release agreements.9
    


    
      The acronym PNAM stands for factors to be considered in fair use of copyrighted material. P = Purpose including
      whether use is for commercial or non-profit use. N = Nature of copyrighted work. A = Amount used in relation to
      total document. M = Market or value of copyrighted work. John Neuenschwander.
    


    Restricted Access


    
      Most legal release agreements are written without restrictions on use of oral histories, but it has been a
      regular practice for oral historians to allow narrators to convey copyright while restricting access for a
      specified period of time. Although this option generally is not encouraged because oral history best practices
      call for the broadest possible access to interview information, practitioners sometimes draw on it when narrators
      discuss confidential or sensitive information. For restricted access, narrators are asked to sign an adapted
      legal release agreement that includes standard copyright transfer language and a stated
      agreement on the number of months or years an interview will be withheld from the public or used only with
      specific permission.
    


    
      One important caveat regarding restricted access relates to the general understanding among oral history
      practitioners that restricted forms protect against open access to interviews. A legal challenge to allow access
      to interviews covered by restricted access language—the Belfast Project— brought that question to the forefront.
      As the case worked its way through the court system, it resulted in several court proceedings and legal
      challenges. The details were complex, but the outcome showed that restricted access agreements do not protect
      interviews from subpoena. The case raised questions among oral historians about trust, ethics,
      interviewer-narrator relationships, and interview content. Although practitioners still use restricted access
      legal release agreements, conscientious interviewers now remind narrators that oral history interviews, even
      those covered by the restricted access forms, are not legally privileged. Recent guidelines for use of restricted
      access forms, based on the Belfast Project case findings recommend the following for oral history
      practitioners:
    


    
       
    


    
      •Inform narrators that interviews, even those covered by restricted access legal
      release agreements, are not subpoena-proof and that restrictions will be protected “to the extent possible.”
    


    
      •Use discretion and seek legal help or advice as needed.10
    


    
       
    


    Creative Commons License


    
      Creative Commons licenses are a relatively new copyright option for oral historians. Creative Commons was founded
      in 2001 to offer copyright alternatives that both grant permission to copy, share, and make some uses of
      copyrightable materials and allow the creators to gain recognition for their work and retain copyright over it.
      It offers licenses that cover copyright rights. The first license, Version 1.0, was released in December 2002,
      and by the end of 2003, a million licenses were in use. Version 2.0 was released in 2004, and by 2009, 350
      million original works of all kinds were licensed under Creative Commons. Beginning in 2005, licenses designed to
      lower or minimize barriers in the use of science and educational materials also began to be available.
    


    
      These licenses encourage use of information in a tangible medium of expression through a process of attribution
      rather than ownership. They do this by offering licensors (creators) various levels of control over content and
      retention of copyright but providing licensees (users) access and use as long as they honor any stated
      restrictions (e.g., regarding commercial use) and attribute the work to its original creator. Works can be
      licensed for certain uses or dedicated to the public domain. The licenses, which are free and easily accessible
      on the Creative Commons website, are legally binding, nationally and internationally.11
    


    
      Oral history practitioners are increasingly exploring the use of Creative Commons licenses. The varied types of
      licenses offer structured access to interview information in repositories or online while allowing narrators and
      interviewees to maintain ownership and control over their intellectual property.12
    


    
      As with copyright transfer, use of a Creative Commons license involves completing a form that includes both an
      informed consent statement and a copyright statement. But instead of the copyright transfer language in the main
      section of the form [⇦2], a form using Creative Commons language specifies the terms of a license. Understanding
      that licenses have multiple facets and that licensees can agree to any or all of them, here is an example of
      language illustrating the use of Creative Commons:
    


    
      
        I voluntarily agree to be interviewed for this historical study and state the following:
      


      
         
      


      
        •I understand that my interview may be distributed to the public for educational
        purposes, including formats such as print, public programming, and the Internet.
      


      
        •I agree to freely share my interview under the terms of a [insert type of Creative
        Commons license]. This means that I retain the copyright, but that the public may freely copy, modify, and
        share these items for non-commercial purposes under the same terms, if they include the original source
        information.
      


      
        •In return, the interviewer promises to send one free copy of the interview
        recording, transcript, and related items to my address as listed on this form.13
      

    


    
       
    


    
      With this signature, interview participants and the repository then follow the instructions on the Creative
      Commons website to complete the process.
    


    
      Before using a Creative Commons license, oral history practitioners in historical organizations will want to look
      into the various options available and their applicability to historical organization oral history needs. A visit
      to the Creative Commons website to explore the process can help lay the groundwork for developing policies and
      guidelines for its use with oral histories; its potential use should be part of the discussion between oral
      history practitioners and repositories early in an interview planning process. But as oral historian Mary Larson
      has observed, “A move to this different type of agreement may be the next sea change for [oral history]
      practitioners and users.”14
    


    Public Domain


    
      Assigning materials to the public domain is another option for oral historians and historical organizations when
      dealing with copyright. A work is in the public domain if any of the following is true:
    


    
       
    


    
      •Copyright has expired (usually seventy years after the death of a creator).
    


    
      •It has been created by the federal government.
    


    
      •Owners have intentionally renounced copyright.
    


    
       
    


    
      As with copyright transfer and Creative Commons licenses, assigning copyright of an oral history interview to the
      public domain is done through use of a legal release agreement. In this case, the language in the main section of
      the form renounces ownership, as in this example: “In making this gift I understand that my interview will not be
      copyrighted by me or the oral history program but will be placed in the public domain.” This decision is intended
      to provide maximum usage by future researchers.15
    


    
      Use of public domain also is a discussion to be held between oral history practitioners and representatives of a
      repository early in the planning process. Its use by oral history practitioners is not as common as copyright
      transfer, but it can come up.16
    


    
      The bottom line is, when navigating legal options, “use common sense, sensitivity, institutional precedence, and
      professional codes of ethics; educate yourself—and get everything in writing.” Nancy MacKay.
    


    Oral Traditions and
    Copyright


    
      Oral traditions are stories told by many peoples and ethnic groups. The common link among
      the tellers of oral traditions, as oral historian Will Schneider has written, is that the group of people who
      know the stories have a “common understanding about what they mean and how and when they can and should be told.”
      This discussion of the implications of copyright on oral tradition materials will use Native American communities
      as an example, although many communities and ethnic groups from around the world have stories that meet this
      definition.17
    


    
      Legal issues regarding Native American oral traditions begin with the recognition that Native American
      communities are sovereign nations and, as such, govern their own territories. They also have legal and ethical
      control over their own cultural issues. The use of Native American archival material, including recordings of
      oral information, therefore requires adherence to culturally sensitive and responsible protocols and practices.
    


    
      In 2006, nineteen Native American and non-Native American archivists, librarians, museum curators, historians,
      and anthropologists representing fifteen Native American, First Nation, and Aboriginal communities gathered in
      Arizona to form the First Archivists Circle. The group developed a set of best professional practices for
      culturally responsive care and use of traditional materials held by non-tribal governments.
    


    
      Many historical organizations hold recordings of oral traditions. The First Archivists Circle’s “Protocols for
      Native American Archival Materials” expand and comply with other professional codes that guide the work of
      historical organizations, including the Oral History Association, the American Association for State and Local
      History, the Society of American Archivists, and the American Anthropological Association. Specifically, these
      protocols define and address issues related to the recognition of sovereign governments and associated rights
      of Native American communities; the collection, ownership, and use of
      Native American materials in non-Native repositories; the importance of knowledge management and mutual respect;
      and the need to recognize Native American perspectives when working with the materials. They can be found at the
      First Archivists Circle website (www.firstarchivistscircle.org/).18
    


    
      The American Indian Law Center’s “Model Tribal Research Code” is another important and valuable legal resource
      for historical organizations working with Native American materials. It outlines standards for working with and
      protecting the cultural heritage of Native American individuals and their
      communities.19
    


    
      In summary, recognition that recordings are copyrightable documents is essential to the practice of oral history.
      Oral historians now have more options in how to handle ownership. It also is important for practitioners to
      recognize and honor the particular legal issues involved in the collection and use of recordings of traditional
      information.
    


    
       
    


    
       
    


    
       
    


    
       
    


    
       
    


    
       
    


    
      
        Text Box 4.1: First Archivists Circle protocols cover the following topics
      


      
        •Building Relationships of Mutual Respect
      


      
        •Striving for Balance in Content and Perspectives
      


      
        •Accessibility and Use
      


      
        •Culturally Sensitive Materials
      


      
        •Providing Context
      


      
        •Native American Intellectual Property Issues
      


      
        •Copying and Repatriation of Records to Native American Communities
      


      
        •Native American Research Protocols
      


      
        •Reciprocal Education and Training
      


      
        •Awareness of Native American Communities and Issues
      


      
        Source: “Protocols for Native American Archival Materials,” First Archivists Circle,
        www2.nau.edu/libnap-p/protocols.html.
      

    

  


  
    Chapter 5
    

    

    ETHICAL GUIDELINES
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      In the practice of oral history, legal standards and ethical guidelines often are discussed together. But as oral
      historian Troy Reeves points out in “What Do You Think You Own?” on the Oral History in the
      Digital Age Web site, the digital age has not changed basic copyright law as it applies to ownership of
      interview information. Opportunities for expanding access to digital materials have raised new ethical issues.
      Although wider access has made oral histories more available and visible than ever, the subjective, co-created,
      and often private information in interviews can raise ethical questions about access and use. Historical
      organizations will want to be sensitive to these points as part of the practice of oral history.1
    


    The Ethical Practice of
    Oral History


    
      The ethical practice of oral history is guided by the Principles and Best Practices of the Oral History Association
      (www.oralhistory.org/about/principles-and-practices/). These documents emphasize the importance of understanding
      and upholding oral history principles and standards and lay out methodological guidelines that help define best
      practices. They are the professional standards that guide the practice of oral history. Professional standards
      for historical organizations reference these standards as a guide for the practice of oral history.
    


    
      Historical organizations often have a strong community focus. The Best Practices for Community
      Oral History (see Chapter 2) is another set of
      guidelines for practitioners. These ten statements remind practitioners of the importance of ethics in all
      community relations related to the practice of oral history. As they state, ethics involves understanding and
      fully representing a community, respect for a narrator, and being true to
      the purpose and practice of oral history.
    


    
      Principles and best practices set the standards, but for oral historians, ethics is practiced on a personal
      level. Oral history involves interaction between individuals. Ethical and respectful treatment of narrators and
      their information, and ensuring narrators understand the purpose and disposition of the oral histories, are basic
      to the practice of oral history.
    


    Specific Ethical
    Issues


    
      For oral history practitioners, ethics discussions must begin with its impact on individuals. Sensitivity to
      narrators and their information and to the dynamics of the relationship between narrator and interviewer raises
      several more specific ethical issues.
    


    Personal Information


    
      The information shared in oral histories is personal. Although describing oral histories as primary source
      documents points to their significance and value, it can also de-personalize the narrator. Oral history
      interviewers ask questions in an interview that they would be unlikely to ask in general conversation so as to
      encourage narrators to share and reflect upon information they might not normally discuss or share in the same
      depth as that covered in an interview. This situation, coupled with the human nature of the interaction, is what
      distinguishes oral histories from other primary source documents. It is the responsibility of those involved in
      creating and curating an interview to be sensitive to this process. Encouraging people to talk in depth is an
      essential part of the practice of oral history and is what provides new information that helps fill gaps in
      previous knowledge for future researchers. Sensitivity to the personal nature of this interaction and the role of
      the narrator in providing the first-person information is part of the ethical responsibility of oral history
      practitioners.
    


    Interviewer-Narrator Trust


    
      Because oral histories are co-created primary source documents, the extent and quality of their insights depend
      on creating a trust relationship between the narrator and the interviewer. How practitioners create and maintain
      trust with those they interview is an important ethical issue. This relationship can be influenced by the purpose for doing an interview, real or perceived differences between
      interviewer and narrator, and even unexpected or unrecognized bias. Sensitivity to influences such as these is an
      important part of the ethical grounding of oral history practitioners. This issue becomes even more important and
      complicated with broad options for access to oral history interviews. Creating a clear understanding that,
      although the narrator and interviewer are speaking one-on-one in an interview, they may also be speaking to the
      world through the Internet is basic to building and maintaining trust. The informed consent statement and
      information about possible Internet posting of the gathered information on the legal release agreement can help
      clarify this point for both creators and curators. Professional standards for oral historians, museum
      administrators, archivists, and librarians also can provide useful guidance in answering ethical questions about
      the interviewer-narrator trust relationship for historical organizations, although they sometimes may have to be
      decided on a case-by-case basis.2
    


    Privacy


    
      Privacy is also an ethical issue for oral historians and historical organizations. Oral histories are recorded
      with people from all walks of life and all backgrounds. In a climate where information increasingly is shared
      regularly on the Internet and rules of privacy seem to be changing, organizations must continually consider their
      ethical responsibilities to the narrators of the oral histories that they collect.
    


    
      How to ethically handle personal information is a growing topic of discussion among oral history practitioners.
      Making explicit mention of the Internet in the legal release form language can address the ethical as well as
      legal issues. On the access side, when curators make information about oral histories available, oral history
      finding aid content, which often is posted on the Internet, should include information
      about content and copyright status and access guidelines.3
    


    
      Unintended invasion of privacy is another ethical issue that is a by-product of the digital age. Wide access to
      oral history materials through online posting can draw attention to information in unexpected ways. For older
      interviews, people speaking freely three or four decades ago could not have anticipated how broadly their views
      would be shared. For more recent interviews, where the impact of possible wide release of information can be felt
      both by a narrator and the community, the result is the possibility of some selective self-censoring by a
      narrator that can have an impact on the interview. This situation and its
      unintended consequences, especially important for public and local historians, is one that that practitioners now
      review on an interview-by-interview basis.
    


    
      Because of wide access options, oral history practitioners also discuss concerns about potential loss of control
      over interview information. Historical organizations may not immediately or automatically take this comparative
      lack of control under consideration given its promise for overcoming the much narrower options of pre-digital
      days. For many years, access was granted through a physical repository that offered a semblance of control over
      the information. Digital repositories and the Internet have opened up access to oral histories for a larger and
      wider array of users. But as access increases, so does the possibility that the materials will be used without a
      full understanding of their meaning or ownership. The potential implications of this for narrators and their
      communities is a matter for historical organizations serving as oral history repositories to address in policy
      statements. Oral history standards and professional historical organization standards, used together, can help
      guide development of these statements.
    


    Narrator Anonymity


    
      The impact of ethics on the relationship between interviewer and narrator can involve special cases related to
      interview content. Providing the option of anonymity to narrators for interviews that contain extensive and
      detailed information they might not be willing to publicly reveal is one such case. This is a rare situation in
      the practice of oral history involving more than selective self-censoring. Oral history ethics emphasize
      respecting narrator requests for privacy, but a full understanding of interview information also requires
      documentation of its context and narrator. Balancing the needs of the narrator and the user is an ethical as well
      as a practical dilemma that practitioners will want to consider carefully.
    


    
      Given that oral history interviews contain context-based information and that oral history is explicitly intended
      to “give voice to the voiceless,” practitioners and historical organizations will typically want to reserve
      granting anonymity only in cases where they believe the value of obtaining the information outweighs the need for
      users to know the narrator’s identity. If the narrator of an interview must remain publicly anonymous, oral
      historians have various strategies that can protect a narrator while preventing total loss of important
      contextual information. These include using a restricted access legal release agreement to delay access to the
      materials or the identification of the narrator for a specified amount of
      time and using an anonymous identification system for immediate access purposes, such as identifying narrators by
      numbers or general descriptors while developing provisions and policies for maintaining identification at an
      institutional level.4 Such options can protect narrators without full loss of their unique identity for oral
      history purposes. Decisions on narrator anonymity are decided on a case-by-case basis.
    


    Post-Trauma Interviews


    
      Interviewing trauma survivors is a specialized area of oral history that requires much care and raises many
      ethical questions, including whether and when and how to do it. These issues are relevant when recording both
      oral histories about recent events and about situations that may draw up memories of decades-old events. As with
      all ethical questions, there are no easy or quick answers. The purposes for doing an interview, the ability of
      the narrator to be fully informed about the interview purpose and process, the nature of the interviewer-narrator
      relationship, and the disposition of the completed interview are all factors to consider when recording trauma
      interviews. Practitioners are advised to consult the growing body of literature about this subject when doing
      this sensitive but much-needed work.5
    


    Internet Access


    
      As noted earlier, the process of capturing and storing information in digital form has expanded options for
      access to oral histories. The ability to make high-quality copies of interviews, coupled with the relative ease
      of developing websites that can provide a host for presenting this information on the Internet, is changing basic
      access to interviews. Despite the exciting possibilities this offers historical organizations, it does raise some
      ethical issues to also keep in mind. In particular, consider the potential implications of this wide access to
      narrators, including narrators who consented to make their stories public before these digital advances were in
      place.
    


    
      Repositories facing these questions can take several steps to clear up basic privacy and access questions by
      making collections available on the Internet. One is use of an up-to-date legal release agreement with an
      informed consent statement. Before posting interviews on the Internet, practitioners also examine interview
      context and content, look to repository and legal guidelines, follow the OHA Principles
      and Best Practices, and develop statements to guide use of oral histories on the Internet.
      If Internet access could have a previously unconsidered impact on an
      individual or community, practitioners often involve individuals and community leaders in these discussions.
    


    Ethics
    Statements


    
      To address all of these issues, historical organizations with oral history collections often develop an ethics
      statement to guide their work. There are a number of ethical guides that practitioners can use as models, such as
      the guidelines of the Oral History Association and other ethical and best practices statements developed by
      professional organizations to guide the work of historical organizations.6 Basic points included in
      all of these guides direct practitioners to keep in mind the co-created nature of these primary source documents,
      including the following reminders:
    


    
       
    


    
      •Be sensitive to the meanings of information communicated in an interview.
    


    
      •Be sensitive to issues of privacy related to the handling of personal information.
    


    
      •Inform narrators about the purpose of the interview and how it will be preserved and
      made accessible.
    


    
      •Inform narrators that they will be asked to sign a legal release agreement defining
      ownership of the interview.
    


    
      •Inform narrators that access to the interview may include posting it on the
      Internet.7
    


    
       
    


    
      Fully describing the purpose of an interview, accurately documenting all interview participants, and providing as
      much information about context and content as possible all contribute to sensitive and respectful use of the
      interview information. This helps lay the groundwork for ongoing ethical use of oral histories as primary source
      documents.
    


    Oral Traditions


    
      In addition to following oral history ethical guidelines, the care of and access to oral traditions involve a
      specific and unique set of guidelines based on source, ownership, number and type of available tellings, and
      telling protocols. Source and ownership are important because a tradition may be considered to be a community
      story. Thus, ethical use of these materials depends on more than providing easy access. The number and type of
      available tellings is important because each may, in subtle ways, lend additional information or insight into
      their meaning. Understanding their context is also essential to understanding their meaning and respectful use;
      as oral historian Will Schneider notes, this includes providing users with documentation of the tradition from
      which the narrator “built the telling” and from which the user “derives a background for understanding” it.8
      Practitioners and organizations holding such materials are advised to consult the cultural protocols developed by
      the First Archivists Circle and other organizations and researchers when considering how and when oral traditions
      should or could be used.9
    


    
      
        Text Box 5.1
      


      
        Ethics is the heart of oral history theory and practice…. “A commitment to sharing authority is a beginning,
        not a destination,” observes Michael Frisch, and “the beginning of a necessarily complex, demanding process of
        social and self-discovery. There are no easy answers or formulas and no simple lessons.” Doing oral history is
        therefore “long-haul” work.
      


      
        Source: “Ethics,” Center for Oral History and Digital Storytelling, Concordia
        University.
      

    


    
      Ultimately, ethical issues in oral history have a subtle, but critical, impact on the creation, curation, and use
      of interview information. Their ultimate use is based on the essential ethical requirement that the interviews
      are guided by integrity and a sense of respect for the men and women who are asked to share their stories.
    

  


  
    Chapter 6
    

    

    MANAGEMENT
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      When we speak of the management of oral history accounts, we are referring to a series of tasks involved in
      creating and curating an oral history. Although this work may not be evident from the interview itself, these
      tasks help oral histories meet the benchmarks listed in Chapter 2.
    


    Internal
    Support


    
      The organization’s internal support system for the interviews includes resources that are not always visible to
      users but provide a stable, ongoing foundation for the interviewing, preservation, and dissemination process.
      Three of the most important elements of that support are personnel, forms, and budgets.
    


    Personnel


    
      Although oral histories are created by an interviewer and a narrator, these participants are not the only people
      involved in the oral history process. It takes a number of people filling a number of roles to shepherd an oral
      history from idea through access. These people, who are often referred to as the oral history team, may be
      formally organized as a team or be recognized as an informal group of people who are called on as needed. Some of
      the roles and responsibilities are clearly visible, while others take place behind the scenes. This variety of
      roles provides opportunities for many people to be a part of creating and helping curate oral histories.
    


    
      This team approach is particularly well-suited to historical organizations, many of whom already have resources
      and personnel with a wealth of skills and experience in place. The approach
      also provides opportunities for involving volunteers, another group of people with traditionally strong ties to
      historical organizations, who have the skills and backgrounds that fit team needs.
    


    
      The team leader plays a critical position in an oral history project. This person guides the process and keeps it
      on track. Whether doing a large project involving many interviews or a small one with just one or two, it is
      helpful to have a leader who will commit to seeing the entire process through from beginning to end.
    


    
      Project interviewers are the most active and visible team members. An interviewer also may be a team leader, but
      the two roles have different functions. Interviewers are carefully trained in the art of interviewing, including
      pre- and post-interview steps such as conducting research, developing question guides, setting up and helping
      with tasks that complete the process. With the narrators, the interviewers co-create the oral histories.
    


    
      Transcribers produce the word-for-word documents that help preserve recorded interview content in written form
      that help provide access to interview information. Other team roles include researchers, recording equipment
      specialists, office and accounts managers, and, if video equipment is used, videographers. Each of the team
      members filling these positions brings specialized knowledge that helps support the interviewer and the
      interviews. Whether a team is formally or informally organized, identifying the people who will fill these roles
      is a sound planning step.
    


    Forms


    
      Several forms are typically used to document essential information throughout the life cycle of an oral history.
      The four most commonly used forms are the following:
    


    
      • Legal Release Agreement
    


    
      • Interviewee Biographical Profile
    


    
      • Interview Summary
    


    
      • Photograph and Memorabilia Documentation1
    


    
      As discussed in Chapter 4, the legal release
      agreement is the central form in the oral history process. The language in the legal release agreement determines
      who owns copyright to the oral histories and lays the foundation for their preservation and access/use. Forms
      such as the Interviewee Biographical Profile and the Interview Summary
      forms document standardized information about each narrator and interview that is used by repository personnel to
      identify and catalog the oral histories. A form like the Photograph and Memorabilia
      Documentation form helps document other materials, such as letters, photographs, or artifacts that may come to
      light as a result of the interviews. This form preserves that information for future reference and possible
      accession into historical organization collections.
    


    
      As with much of the information discussed in this chapter, these forms probably look somewhat familiar to
      historical organization personnel. They are similar in style to many of the forms developed for administration of
      museums, library/archives, and historic sites. For oral history administration, these forms document needed
      information that preserves and provides ongoing access to the interview information.
    


    Budget


    
      Oral history practitioners use a budget to determine projected expenses and support needs and to document both
      expenses and value. Documenting value—including in-kind/donated materials and volunteer time, along with standard
      budget items, helps define the full worth of the oral histories.
    


    
      Oral history budgets generally can be divided into several categories, such as one-time or non-recurring
      expenses, overhead costs, and per-interview costs. Non-recurring expenses include the projected costs of
      recorders and media. Overhead costs include photocopying for project research and telephone costs as well as
      space needed to hold interview files. Per-interview costs are the specific expenses, such as for interviewer
      time, travel, and transcribing, that are associated with each interview.
    


    
      Historical organization personnel will already be familiar with many of these budget categories. Documenting
      gifts and funding sources, volunteer time and skills, equipment and technology needs and use, and collections
      processing or cataloging costs is common practice in historical organizations, regardless of size.
    


    Preservation and Access


    
      Practitioners understand that preservation and access/use costs do not end with the recording and cataloging of
      oral histories. Preservation and access represent an ongoing institutional and financial commitment on the part
      of the historical organizations serving as repositories. Costs should not deter oral historians from moving ahead, but they can have an impact on how practitioners and repositories
      decide to handle creation and curation.
    


    External Financial
    Support


    
      Although many interviews are done by trained volunteers, sometimes supported with in-kind gifts of supplies,
      office space, and accounts management, oral history projects sometimes require finding external funding. Funding
      sources for oral histories are as varied as the backgrounds of oral history participants. Most support comes in
      forms that are familiar to historical organizations— grants, donations, in-kind support, and volunteer time. When
      considering grant requests to support oral history projects, funders look at many of the points discussed in this
      chapter and represented in the life cycle steps. These include evidence of planning, a purpose that matches the
      funder’s mission, identified team members, careful consideration of recording equipment decisions, a
      pre-determined repository, use of standard forms, transcription arrangements, a clear and realistic budget, and
      adherence to accepted standards and best practices. Funders may also want to see information about potential
      narrators and suggested questions, and some will ask about the sustainability and enduring value of the oral
      histories. Although requests and proposals for funds are not always easy to develop, making oral history planning
      decisions that reflect standards and best practices can help move the process forward.
    


    Recording
    Equipment


    
      As accepted best practices for community oral history projects remind us, oral history practitioners choose
      equipment with an eye toward present and future needs. Choices are guided by project design and projected uses of
      the interviews (e.g., exhibitions, documentaries, placement in a library or archival collection), but they should
      be subject first and foremost to accepted oral history recording standards. Making thoughtful and carefully
      researched equipment decisions helps ensure creation of high-quality sound and visual recordings that can best
      stand the test of time.
    


    
      The oral history recording is the primary source document. It is preserved intact in the format in which it was
      recorded.
    


    
      Practitioners benefit from the ease of operation and recording quality of
      digital recorders. Oral historians look for audio recorders that produce good sound and have the capability to
      record in a recommended open-source, cross-platform, widely available, and uncompressed format. If using video,
      practitioners use high definition and the least compressed format available.
    


    
      Oral historians work with uncompressed audio or the least compressed video for specific reasons. Both provide the
      most accurate representations of the recorded interview and thus are the most suitable for preserving the
      recording. They also allow for as accurate an update or migration as possible to overcome
      long-term obsolescence. Although both result in large original files, called the master
      recordings, copies can be compressed or reduced for researcher access, website posting, and for historical
      organization programmatic work such as exhibit design.2
    


    
      Oral history master recordings are the original interview files, maintained as recorded.
    


    
      Whether to record in audio or video or both is an open question. The answer often depends on the purposes for
      recording each oral history and available resources for preservation and access/use. Practitioners also may take
      additional factors, such as the size of the file generated by a recording and the cost to preserve it, into
      consideration. If video is used, additional questions come up, such as whether to use one or two cameras and
      whether or not the intended repository will have the required resources to provide access to and preserve the
      recording. These are planning questions to be dealt with before beginning the interviews.
    


    
      In addition to making decisions about the type of recording equipment to use, practitioners also take into
      consideration the quality of the equipment, including all component parts. For video cameras, this includes a
      good quality lens. Poor-quality equipment, although it may produce sound or video that appears to be good, can
      generate recordings that deteriorate more quickly than expected.
    


    
      Historical organizations often must decide whether to purchase equipment or to find other available sources. For
      smaller historical organizations, borrowing rather than investing in equipment that can change rapidly as
      technology changes may be a better option. Here, again, community networks can be a help. Oral historians, guided
      by recording equipment standards, often look for community specialists or partners, such as high schools and
      colleges, who are willing to donate or lend recording equipment.3
    


    
      Because oral history is an equipment-based research methodology, recording equipment decisions play a large part
      in its practice. Carefully thinking through the purpose for creating an
      interview, the reasons for choosing a particular type of recording equipment, and factors involved in ongoing
      care of the interview is an important part of the planning and management process. In this, historical
      organizations have an advantage—many have the capability to see the oral history process through from beginning
      to end and thus to be a part of the equipment discussion from the first planning steps forward.
    

  


  
    Chapter 7
    

    

    THE ART OF INTERVIEWING
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      The interview is the anchor point and core of the oral history process. This chapter covers the art of
      interviewing, which includes such factors as doing research, understanding how memory works, relating to the
      narrator, and other factors that can affect an interview’s outcome. Chapter 10 will cover suggestions for a more practical, checklist approach to conducting the
      interview. Both chapters offer guides to the practice of oral history in historical organizations.1
    


    
      Historical organizations often have a specific purpose when planning, recording, and creating oral histories. The
      interviews offer new voices, new information, and new interpretations and insights that help broaden interest in
      history among public audiences. But oral histories serve a purpose that extends well beyond any immediate goal.
      If properly processed and archived, they add to the public resources, building new resources for historical
      organizations and their communities of users far into the future.
    


    Advances in Theory and
    Practice


    
      The practice and use of oral history is not static. It has undergone transformative changes that have had an
      impact on theory and methodology including creation of the interviews. Oral historian Alistair Thomson identified
      and described the changes, which are summarized here:
    


    
      • Increased appreciation of the importance of memory as “people’s history” (bottom-up
      rather than top-down history)
    


    
      • Deeper understanding of the subjectivity of memory (understanding the meaning of
      spoken narratives)
    


    
      • Increased awareness of the role and influence
      of the oral historian as interviewer
    


    
      • New insights into the impact of technology and the digital revolution2
    


    
      The first of these, a new appreciation of people’s history, is due in large part to an expanding and widening use
      of oral history and the types of primary source information it generates. The result has been an increase in the
      variety of voices, including those of labor, women, and ethnic groups, included in the historical record. From an
      ethical viewpoint, this shift has broadened and democratized how practitioners view and employ oral history. For
      historical organizations, this use of oral history has expanded the variety and type of sources available for
      their work.3
    


    
      The second change, based on new discoveries and theories about the subjectivity and meaning of memory, is a
      reminder that interviews contain several layers of information and meaning, all of which provide insight into the
      past. This has shifted oral historians’ view of interview information from thinking of it as a description of how
      things “really were” to a source of perceptions into how people use memory to create narratives that, as Valerie
      Yow points out, help us and narrators “make sense of the past.”4 It also serves as a
      reminder of the respect and ethical treatment due each narrator and of the multiple meanings of the memories
      interviewer and narrator discuss in an interview.
    


    
      The third shift, a new awareness of the role of the interviewer, helps clarify the extent to which the content of
      an interview is the result of a unique interaction between the participants. The insight that narrators and
      interviewers are co-creators of interviews rather than mere scribes or recorders is now recognized as a critical
      aspect of the interviewing process and one that should be to provide context for users of oral histories.5 This
      attention to the role of the interviewer in the oral history process emphasizes the ethical responsibility of
      respecting the relationship between narrator and interviewer.
    


    
      The final change identified by Thomson highlights that oral history is a technology-based process. The digital
      revolution that began to have an impact on oral history in the 1990s continues to affect practices today. Oral
      historians’ embrace of the new opportunities offered by technology, however, has been tempered by an increasing
      awareness of the complicated legal and ethical questions that accompany the change. Issues of privacy and the
      impact of wide access to information about narrators and communities are among the ethical questions that now
      face oral historians. Digital preservation and access options—including the
      growing number of digital libraries with their wide and open access options—can also affect issues of privacy and
      community impact. Recent work on the impact of the digital age on oral history is helping define directions for
      oral history practitioners and users.6
    


    
      Taken together, these changes have helped transform an understanding of oral history and its practice and use.
      Their importance to practitioners, including those involved with historical organizations, is both in
      understanding their impact on current practice and in positioning oral history for continued growth and
      development in the future.
    


    Interview
    Preparation


    
      Interview preparation is the foundation for effective oral history. It begins with a survey of existing
      information about a proposed idea for an oral history project. For historical organizations, this includes a
      review of materials that are part of an organization’s collections and a discussion about the contributions the
      interviews can make to those collections. Determining how oral history can be used to generate and document new
      information and defining specific topics related to the proposed project is the beginning of the interview
      process.
    


    Background Research


    
      Background research helps practitioners focus their original idea for a project. During this research,
      practitioners look for gaps in existing information and develop topics with an eye toward filling those gaps or
      adding new perspectives. Depending on the proposed idea, practitioners turn to such materials as letters,
      photographs, newspapers, organizational records, maps, and government or public records found in the collections
      of historical organizations to help prepare for an interview.
    


    Selecting Narrators


    
      Background research helps practitioners determine why particular narrators, many of whom may be interviewed for
      an oral history only once in their lives, should be interviewed. It provides insight into what each of their
      stories can contribute to the historical record and begins to define interview context and content. Through this,
      it helps practitioners begin to meet the oral history benchmarks discussed in Chapter 2.
    


    
      Narrators typically are chosen for their knowledge about the proposed oral
      history project topic and their willingness and ability to discuss this information in an interview. If seeking
      multiple narrators, practitioners look for people who represent a variety of backgrounds and viewpoints to
      provide as broad and inclusive set of information about the topic as possible.
    


    Interviewer-Narrator Relationships


    
      The pairing of interviewers and narrators is an art in itself. The collaboration and participation that mark the
      practice of oral history are reflected in sensitivity to this match. Practitioners will want to think about
      factors such as age, ethnic background, educational background, career or professional experience, gender, and
      religious background when making the pairing. A careful and thoughtful pairing helps lay the groundwork for
      building a trust relationship in an interview. Although other factors, such as a clear understanding of the
      purpose and disposition of an interview, contribute to this trust, don’t overlook sensitivity to the pairing of
      interviewer and narrator.
    


    Training


    
      Training is essential to successful oral history. Historical organizations are wellequipped to provide workshops,
      on-site practice, and online seminars to train an oral history team (especially the interviewers) Common topics
      covered in training sessions include interview preparation, the importance of informed consent, ownership of
      intellectual property and copyright transfer, interpersonal relations, and question-asking skills, as in this
      workshop conducted at the Southwest Oral History Association (SOHA) meeting in Del Mar, California (see Figure 7.1). Practitioners sometimes also schedule a follow-up workshop after participants have
      completed an interview to allow for further discussion and feedback.
    


    Recording
    Memories


    
      When talking about a memory, narrators and interviewers form what public historian David Glassberg describes as
      “a coherent personal identity and a sense of self.” It is this first-person identity and sense of self that oral
      history brings to the discussion of history. Glassberg refers to this as a sense of history—the information about
      time and place that connects an individual through personal experiences and memories to the history of community,
      region, and nation.7
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        Figure 7.1: Community Oral History Workshop,
        Southwest Oral History Association (SOHA), Del Mar, California, 2015. Stefani Evans, photographer. Used with
        permission.
      

    


    
      Many historical organization oral history programs develop projects that focus on specific areas of history. They
      do this to bridge the gap between what is in their collections and what is missing or not thoroughly documented
      in other ways. In doing so they help define the sense of history for those areas, linking personal experience to
      place. In Figure 7.2, Jeff D. Corrigan, oral historian at the State Historical Society of
      Missouri Oral History Program, and Dr. Virginia Laas record an oral history for the program’s one-room schools
      project. Oral history projects such as this one, a part of an ongoing state historical society oral history
      program, add new information to the historical record along with insight into a sense of history about time and
      place.
    


    
      In oral history interviews, interviewers use topics identified through research to suggest questions. The art of
      interviewing is in an interviewer’s ability to build rapport and trust with a narrator when asking questions and
      encouraging a narrator to discuss his or her knowledge and interpretation of the information covered in the
      interview. It also is understanding that the interviewer/narrator pairing will have an effect on the interview
      and that background preparation helps guide how to ask questions that probe the meanings of the memories and
      clarify information for future users.
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        Figure 7.2: Jeff D. Corrigan and Dr. Virginia Laas
        conduct an interview in Springfield, Missouri, for the State Historical Society of Missouri Oral History
        Program one-room schoolhouse project. Courtesy of the State Historical Society of Missouri, Columbia, Missouri.
      

    


    
      Oral historians are sometimes described as professional listeners. The art of active but quiet listening is
      critical to the practice of oral history. Oral histories that contain long statements by narrators, providing
      information about past events or ways of life uninterrupted by interviewer comments, meet best practices
      standards. Oral history interviewers guide narrators with questions but let narrators do the talking.
    


    
      Oral historians also show respect for the narrator and the person’s information. It doesn’t mean just accepting
      information at face value, but includes exploring information that doesn’t fit with common knowledge or known
      information. It also, importantly, includes asking a narrator to explain the “why” of the spoken information and
      what it means.
    


    
      And the art of interviewing incorporates fully documenting the interview,
      its content, its context, and its circumstances. This includes listing the full name of the narrator and
      describing the purpose of the interview—information that will be used by catalogers to provide access to it.
    


    
      The work of oral historians is defi ned by methodologies and best practices. But the art of interviewing, nuanced
      as it is, is central to its practice. The resulting information can help contribute to a deeper sense of history
      and of place.
    


    Shared Authority


    
      Oral history practitioners can face a variety of situations affecting the interviews. The concept of shared
      authority is one of the most commonly reviewed and discussed. Shared authority, as applied to the work of
      historical organizations, grew out of the application of public history methods in teaching history to public
      audiences. Through shared authority, input from both historical organization professionals and community members
      is used to help present information about the past. For oral historians, shared authority involves the
      collaboration between interviewer and narrator in creation and presentation of oral history interview
      information.8
    


    
      Shared authority can help historical organizations build support systems and networks, but its use can go beyond
      that. The option of bringing community members into the action opens doors for collaboration. Co-creating
      interviews involves interviewers and narrators at the ground level. Sharing oral history information with a
      public audience through an exhibit, book, or documentary—incorporating interview information with help from
      community members and with sensitivity to objectivity of presentation—can offer further opportunities for
      collaboration. The exhibit “We Are Hmong Minnesota” at the Minnesota Historical Society is an example of how this
      works. Developed in partnership with the state’s Hmong community to celebrate the fortieth anniversary of Hmong
      resettlement in the United States, it included creation of oral histories, collection of artifacts and
      photographs, and use of the interview information and the collections in the exhibit. Attendance at the grand
      opening in March 2015, estimated at 4,000 people, set a new record for this large historical organization.
    


    
      Most oral historians would ardently attest to the great worth of seeing things from a different point of view. We
      do what we do to bring in diverse perspectives and capture new insights. Stephen Sloan.
    


    Subjectivity and Meaning


    
      Oral historians approach interviews as collaborative works in which a narrator answers an interviewer’s questions
      about remembered events, ways of life, and place. The result is a product of the circumstances of its creation.
      Once thought to be criticisms of oral history, the subjective quality is now understood to be a part of the
      message.
    


    
      Thinking about memory, what it means and how it works, helps an interviewer understand how to respond to a
      narrator. Knowing that memories can change or be infl uenced by people or events inside or outside of the
      interview situation, that people forget things or mix things up, that people may want to remember things
      differently or put a slant on them for personal reasons—all are part of the oral history process. Understanding
      that narrators want to do their best in an interview and that an interview is a narrator’s time to tell his or
      her memory also is important. All are part of this human interaction.
    


    
      This understanding of the importance of subjectivity and the meaning of memory has moved oral history beyond what
      once was described as reliance on eyewitness accounts. Respect for the narrator and the narrative, an
      understanding of the importance of the interviewer-narrator relationship, and clear documentation of who was
      interviewed by whom and how and why and for what reason—all are important to the art of the interview and to its
      development, and eventual use by all types of historical organizations.9
    


    Privacy


    
      Privacy questions are not only ethics issues. Concerns over divulging private information can be diffi cult ones
      for historical organizations. Interview preparation is important here; identifying personal information that
      could bring undue and unneeded notoriety to a narrator or the narrator’s community can help an interviewer guide
      development of an interview. One way to handle this is for the parties involved in an interview to identify
      off-limits topics that do not have relevance to an interview and to discuss how to handle private or sensitive
      information that relates to interview topics. An unrecorded pre-interview meeting can be helpful for this
      purpose. Such a discussion will not only avert awkward moments during the interview, but will minimize the
      possibility of having to restrict some or all of the interview.10
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        Figure 7.3: Visitors watching clips from oral
        histories recorded by the Maria Rogers Oral History Program at the Flood of 2013 exhibit, Museum of Boulder
        (Boulder History Museum), Boulder, Colorado. Susan Becker, photographer. Courtesy of the Maria Rogers Oral
        History Program, Boulder, Colorado.
      

    


    Audio and Video Recordings


    
      Oral history practitioners regularly discuss equipment choices. For historical organizations, this choice often
      is based on such factors as the purpose and proposed use of the oral histories, availability of repositories and
      what they are equipped to handle, consistency of recording formats held in the repositories, availability and
      cost of storage options, and migration options and costs.
    


    
      Audio and video both have their places in this decision. The goal, for ongoing stability and access of a
      recording, is to record in uncompressed audio and the least compressed video possible. The original recording,
      called the master recording, is maintained as recorded without edits. Copies of the fi le
      in the original format for sound and video preservation purposes and in compressed versions for access purposes
      complete the recording process.
    


    
      Figure 7.3 illustrates use of video oral history in a museum exhibit. Here visitors to the
      Boulder History Museum watch copies of oral histories about the Flood of 2013 recorded by the Maria Rogers Oral
      History Program provided by the program to the museum for exhibit development purposes. The originals of these
      recordings, maintained as originally recorded, are part of the Maria Rogers Oral History Program collections.
      Compressed copies of video recordings are also useful for posting on historical organization websites and for
      outreach using YouTube and other Internet options.
    


    Content and
    Context


    
      Documenting interview context and content is an important part of the interview process. The forms discussed in
      Chapter 6 are designed for this purpose. In fi lling
      them out, clarity and consistency in the types of information they include aids in the long-term access and use
      of the oral histories. Practitioners often use questions like those listed here as a guide when fi lling them
      out.
    


    
      • What is the full name of the project?
    


    
      • What is the full name of the narrator and, briefl y, how is this person connected
      to the project?
    


    
      • What is the full name of the interviewer?
    


    
      • What was said in the interview (bullet point list)?
    


    
      • For what purpose was the interview conducted?
    


    
      • What are the circumstances of the interview (location and description of interview
      setting, description of narrator and response to interview)?
    


    
      • How does the interview meet the historical
      organization mission and goals?
    


    
      Each of these questions focuses on an important point in documenting the interview. Taken together they identify
      who is saying what to whom and why. This information helps both present and future users understand the memories
      and their meanings.11
    


    Interviews and Public
    Audiences


    
      As illustrated by the above examples, oral history offers many opportunities for bringing public audiences into
      the action. The Civil Rights Movement in Kentucky Oral History Project, a project of the Kentucky Oral History
      Society’s Kentucky Oral History Commission, summarized here, provides another example of how this can work. The
      200+ interviews in this project are preserved in the Society’s archives, where they are made accessible to users.
      In 2005, access was expanded with the Civil Rights Movement in Kentucky online database
      (http://205.204.134.47/civil_rights_mvt/). To date, use of the collection includes eight radio programs, two
      performance pieces, and a documentary, Living the Story: The Civil Rights Movement in
      Kentucky, that continue to air on Kentucky Educational Television. “10 Years Later: Kentucky beyond the
      Color Line,” a review piece that looked back on the issues covered in the documentary, aired on Kentucky
      Educational Television in 2011.12 Kentucky historians and oral historians Tracy K’Meyer and Cate Fosl drew
      on the interviews for Freedom on the Border: An Oral History of the Civil Rights Movement in
      Kentucky (Kentucky Remembered: An Oral History Series, 2009). The Kentucky Historical Society’s Kentucky
      Oral History Commission recently developed another access model through its Pass the Word project. Described as a
      discovery tool, it provides access to collections in over 100 publicly accessible institutions throughout the
      state (http:// passtheword.ky.gov/about). Future plans include reworking interview access and incorporating
      related interviews into the project.13
    


    Oral Traditions


    
      Many of the questions about the nuances of interviewing and interpreting recorded information that practitioners
      raise and discuss about oral history also have an impact on oral traditions. Oral historian Will Schneider
      reminds us that fully understanding the meaning of memories and messages in
      oral traditions is not simple. As with oral histories, issues of representation, ethics, and context, all handled
      in culturally appropriate ways, are important in the recording and use of oral traditions. Respect for individual
      and community rights is an ongoing issue and must remain so. Related to this is sensitivity to issues surrounding
      broad dissemination of recorded oral traditions on the Internet. And when considering use, some parts of the
      stories may benefi t from empirical tests, while an understanding of other parts may come from information not
      currently known. Schneider also cautions, when using the information, that the messages in traditions are based
      on multiple tellings, thus they should be heard multiple times to help fully understand them.14
    


    
      The transformative changes discussed at the beginning of this chapter describe the impact of inclusivity in
      identifying narrators, on respect for the narrator-interviewer relationship, of sensitivity to the meaning of
      interview information, and of the impact of the digital revolution on the oral history process. These changes,
      combined with the discussion of the more specifi c issues related to the art of the interview that followed,
      provide insight into modern practice of oral history. Careful thought given to these issues by practitioners and
      historical organizations can provide a sound and accurate information base for users going forward.
    

  


  
    Chapter 8
    

    

    STEWARDSHIP
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      Oral histories, like all objects that make up our cultural heritage, require a great deal of organization and
      care so they can be enjoyed by public audiences now and into the future. In the realm of public history and the
      work of historical organizations, ensuring this care is referred to as stewardship. Stewardship involves all the
      steps required to organize, store, and catalog the materials for long-term preservation and access. Stewardship
      is different from the intended immediate goal or use, and can sometimes be neglected in the excitement of
      preparing for an immediate goal—an exhibition or public event. This chapter discusses the issues involved in
      stewardship and their implications for an organization’s mission, planning, and short- and long-term goals.1
    


    
      Stewardship takes different forms for different historical organizations. Most historical organizations serve as
      repositories, often developing and expanding their historical collections in the process. Occasionally, however,
      an organization may be interested in an idea for an oral history project but will be equipped to handle audio or
      visual collections. In those cases, the organization might choose to conduct an oral history project and then
      find a repository for it.
    


    
      The oral history interview recorded for the Manzanar Oral History project shown in Figure
      8.1 illustrates the importance of this process; stewardship of this interview is the primary responsibility
      of the Manzanar National Historic Site. But the oral histories are given additional care and access through
      several additional repositories including the Densho Digital Archive.
    


    Stewardship and
    Historical Organizations


    
      Stewardship is where the unique role of historical organizations in the field of oral history comes into focus.
      Oral history methodology requires finding and working with a repository to deposit all interviews and records as
      the last step in the creation process.
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        Figure 8.1: Kristen Luetkemeier conducts an interview with Miho [Sumi] Shiroishi and
        Sachiye [Sumi] Okamoto for the Manzanar Oral History Project, Manzanar National Historic Site (California),
        National Park Service. Courtesy of Manzanar National Historic Site, National Park Service.
      

    


    
      Taking possession of those materials is not the end of the process for the historical organizations, but instead
      is the beginning of preserving them and making them accessible to users. Stewardship makes good on the promise of
      oral history: that these co-created primary source documents will continue to be accessible on an ongoing basis.
    


    Caring for Oral
    Histories


    
      Historical organizations are among the most common and numerous holders and stewards of oral histories and thus
      are often on the frontline of tending to and managing these collections. Responsible stewardship involves an
      ongoing commitment to caring for the recordings and the information they contain. This includes the ability to care for audio recording files in uncompressed formats, a staff
      trained in this care, a public access policy, a digital preservation strategy, commitment to ongoing verification
      of data integrity, an option for video care, and housing the recordings in a maintained, redundant, and secure
      server. As discussed here, each of these responsibilities includes specific criteria for verification and care
      that meet national standards. Taken together, they represent the accepted standard for responsible stewardship of
      oral history materials in the digital age.2
    


    Digital Recordings


    
      It takes time, expertise, and long-term commitment to care for oral histories. Clearly defined and updated care
      policies can manage such questions as items that are not accurately labeled or whose identification of interview
      participants is unclear, legal release agreements that are lacking or out of date, and recording formats that are
      obsolete and for which equipment is no longer available to play them. Each of these take time and thought, as
      well as financial resources. This is not an easy assignment given the many responsibilities historical
      organizations have when caring for collections, especially if the oral histories are in many different types of
      recording formats. Given the length of time historical organizations have been collecting and creating oral
      histories and the evolution in the types of recording equipment available to oral history practitioners,
      repositories often have a variety of recording formats in their collections. To maximize access, the
      organizations and their repositories often digitize analog recordings and migrate older digital recordings to new
      formats. These preservation and access tools require care and a plan. Standards for digitization developed
      through leadership from the Smithsonian Institution, the Library of Congress, and the Oral History in the Digital
      Age project and website have begun to emerge and will continue to guide this practice going forward.3
    


    
      Oral history practitioners recommend recording in uncompressed digital audio or the least compressed digital
      video formats to help maximize the quality of digital recordings.
    


    
      Digital management also involves acquiring and maintaining recording equipment. This can include several
      generations of equipment types ranging from those that provide access to analog recordings to those that provide
      access to born digital and digitized recordings. Practitioners recommend that historical organizations keep and maintain at least one analog recorder that can provide access
      to analog recordings if no other access option is available, but to use it with care as analog tapes are fragile.
    


    Transcribing


    
      Of all the administrative or support actions associated with oral history preservation and access, transcribing
      is probably the most discussed and most questioned by oral history practitioners.4 The recording is the
      primary source document; a transcript, although a written copy, is a historical document linked to the spoken
      information. As recordings deteriorate and migration expenses increase, transcripts printed on acid-free paper,
      stored in archival quality folders and boxes, and maintained in climate-controlled conditions can preserve
      interview information for many decades and beyond. Transcripts also make a thoughtful gift to narrators at the
      end of an oral history project. Figure 8.2 shows members of the India Association of
      Minnesota Oral History Project receiving their transcripts at the Minnesota Historical Society.
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        Figure 8.2: Narrators from the India Association of Minnesota Oral History Project
        receive transcripts of their interviews at the Minnesota Historical Society. Courtesy of the Minnesota
        Historical Society Oral History Program.
      

    


    
      A transcript is both a preservation and access tool. In addition to helping make interview information more
      broadly available to the general public, transcripts also can provide options for access to interview information
      for populations that cannot hear or see the recordings. This helps historical organizations meet Americans with
      Disabilities Act (ADA) guidelines. When transcripts are complete, many organizations maintain electronic copies
      for keyword searchability and Internet access. While these provide access, they should not replace a printed
      version maintained for preservation purposes.
    


    
      Interviews are usually conducted in the language of the narrator, which can involve the use of translators to
      translate the interviewers’ questions and the narrator’s answers. In these situations, transcripts are made
      available both in the original language of the interview and in a translation to the primary language of the
      repository or historical organization holding the oral histories.
    


    
      Finding and using a transcriber is an administrative, personnel, and funding decision that should not be taken
      lightly, as transcribing can be costly and should be done to oral history standards. Volunteer transcribers can
      be a major asset, but need careful training. Thinking through and securing funding for this step is an important
      part of the oral history planning, preservation, and access process.
    


    
      In the twenty-first century, the need to organize, preserve, access, and share information is no longer a matter
      for discussion. It is a given. Nancy MacKay.
    


    Selecting or Serving as
    a Repository


    
      Oral history interviews, by definition, are recorded. This leads directly to the expectation that the recording
      will be preserved and made accessible to users, but doing so takes planning, including deciding on the recording
      format, choosing the wording of the legal release agreement, and, for repositories, accepting the commitment to
      provide ongoing care and access.
    


    
      Serving as a repository requires both a physical space and a long-term plan for caring for oral history
      materials. A digital repository includes a permanent, sustainable system of servers and proper management for
      permanent digital storage. Although the materials may be accessed through a website, the two are not
      synonymous.5
    


    
      Selecting a repository may appear a straightforward process for historical organizations, especially if they
      already serve as a repository themselves, but this decision should not be considered automatic. Even if an
      organization wants to create or accept oral history interviews and transcripts, it must consider issues of
      preservation and access, both of which involve an ongoing commitment to maintaining archival standards. This
      decision usually is a joint one between the team leader of an oral history project and historical organization
      repository personnel. Finalizing a decision early in the planning process can guide many of the other planning
      steps, ranging from use of equipment that records in a format that the repository can support to the inclusion of
      the repository’s name on the legal release agreement.
    


    
      Generally, historical organizations have several options when working with oral histories:
    


    
      • An oral history project conducted within an organization that includes a repository
      (such as a state historical society)
    


    
      • An oral history project conducted within a smaller historical organization (such as
      a local historical society) that may have an archive but is not equipped for long-term preservation and access
    


    
      • An oral history project conducted within an historical organization that or does not
      have an institutional home
    


    Stewardship in Historical Organizations Serving as Repositories


    
      Historical organizations such as museums, libraries and archives, and historic sites are among the most common
      oral history repositories. Most serve as physical repositories, though options for digital repositories are
      growing. Given that such organizations already serve as repositories of diverse historical artifacts and
      materials, it would be easy to assume that they always could find a place for oral histories created by or for
      them. But as archivists and curators are quick to point out, this is not always the case.
    


    
      Funding, stability, compatibility—all are important issues when considering a repository for oral histories that
      can meet archival standards, as all three factors contribute to the long-term preservation and access that are
      benchmarks for oral history. If an organization or practitioner is looking for a digital repository, they will
      want to find one with funding stability and as much capacity, measured in disc space and bandwidth, as possible.
    


    
      Repository and historical organization personnel usually also are responsible for developing finding aids, but
      curators do not and cannot take on this task alone. The creators of oral
      histories should provide a repository with general information about the interviews. Called metadata, it can help with the task of cataloging an interview. Incomplete or incorrect metadata can
      limit access options for interviews that could otherwise be open and available. Basically, metadata is the
      information, including names of narrator and interviewer, interview location and date, interview purpose, key
      words identifying subjects discussed, and recording format, included on the recommended oral history forms.6 Determining
      the appropriate level of access also is an important curation task. Not all oral histories may be openly
      accessed, but all need to be carefully and consistently documented and cared for. This is another expected
      responsibility of historical organizations that serve as repositories.
    


    
      Discussions about the disposition of oral history interviews should cover discussions about finding aids as well
      as the availability of ongoing care, including migration, ownership options, transcript options, and access
      options. Most historical organizations serving as repositories have the capability to handle these needs on an
      ongoing basis according to accepted digital archival standards.
    


    Stewardship in Historical Organizations without a Repository


    
      Planning for preservation and access of oral histories always should begin as early as possible. In the case
      where one historical organization creates oral histories and another curates them, the organization’s project
      team leaders and repository personnel will want to come to an agreement about the same issues identified for
      historical organizations serving as repositories in the previous section. These include wording of the legal
      release agreement, development of finding aids, Internet access, and the ability to meet archival care standards.
      This may involve more negotiations than if the repository were part of the organization, but the goal is the
      same: to find a way to meet the needs of both the oral histories and the repository.
    


    Stewardship in Grassroots Organizations
    

    with no Historical Organization Affiliation


    
      When a grassroots organization conducts oral history interviews, best practices dictate that it should seek out a
      repository. This repository will most likely be a local historical organization. As with historical organizations
      that do not have a repository, planning for the preservation and access of the oral histories should begin as
      soon as an idea for the project takes shape and topics start to be defined.
      The questions to discuss with the repository are the same as those described for the other types of
      organizations. Repositories also will want to discuss how the oral histories will serve their missions and,
      following best practices, who will be on the interview team, which oral history forms will be used, and what
      types of training the interviewers and transcribers will be given. The repositories may suggest using forms they
      have already developed, including legal release agreements.
    


    
      The Kentucky Oral History Commission (KOHC), as an example, has an active grants program. To assure these state
      grants supported oral histories remain accessible, it has implemented a set of standards for archives throughout
      the state. Archives interested in becoming permanent repositories for oral history collections apply for
      accreditation through the Commission. Information about the KOHC Archival Accreditation process, including a copy
      of its Archival Accreditation Application, can be found on the Kentucky Oral Commission website.7
    


    
      Most of the problems associated with cataloging oral histories can be rectified by a clear set of rules and
      standards, clear communication between the creators and the curators of oral histories, and a toolkit of
      templates to record information consistently. Nancy MacKay.
    


    Stewardship and the
    Internet


    
      Changes brought about by the digital revolution affect all stages of the oral history life cycle, including
      providing access. Although using the Internet is helpful in broadening access to oral histories, easy access is
      not the same as free and open access and can raise ethical concerns about privacy, community impact, and
      ownership of interview information. Decisions regarding Internet use on the part of historical organizations can
      include what and how much to post, how to handle outreach to public audiences, and how to be sensitive to issues
      of privacy. Policy decisions are guided by oral history and historical organization standards.
    


    
      The photograph in Figure 8.3 shows Lynette Boyer being asked a question in tactile sign
      language as part of the Commission of Deaf, DeafBlind and Hard of Hearing (MCDHH) Oral-Visual History Project.
      The government records collection of the Minnesota Historical Society holds the records of this
      Governor-appointed commission and serves as a repository for interviews from the project. The MCDHH website
      provides Internet access to the interviews. This is an example of a historical organization providing archival
      care for an oral history collection and a project sponsoring organization, MCDHH, which is not a repository,
      making the interviews available on its website.
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        Figure 8.3: Lynette Boyer, narrator, receiving a tactile sign language translation of a
        question asked in American Sign Language by Teika Pakalns, interviewer. MCDHH Oral-Visual History Project
        (Commission of Deaf, DeafBlind and Hard of Hearing Minnesotans Oral-Visual History Project). Peter Zenner of
        Zenmation, Inc., videographer. Courtesy of Lynette Boyer and the Commission of Deaf, DeafBlind and Hard of
        Hearing Minnesotans, St. Paul, Minnesota.
      

    


    
      The Internet is an access tool, not a repository.
    


    Stewardship and Oral
    Traditions


    
      Stewardship—the care for recordings made by individuals—is a sign of respect, both for the narrator whose voice
      is on the recording and for the information itself. In the case of oral traditions, stewardship involves
      providing culturally responsible physical care as well as sensitivity to and respect for cross-cultural issues
      involving human rights and protocols. This includes holding open and
      ongoing discussions regarding preservation and access with all involved communities. Here are some topics that
      the First Archivists’ Circle considers important to address regarding stewardship of oral traditions:
    


    
      • Building relationships of mutual respect
    


    
      • Striving for balance in content and perspectives
    


    
      • Accessibility and use
    


    
      • Culturally sensitive materials
    


    
      • Providing context
    


    
      • Native American intellectual property issues
    


    
      • Copying and repatriation of records to Native American communities
    


    
      • Native American research protocols
    


    
      • Reciprocal education and training
    


    
      • Awareness of Native American communities and issues
    


    
      Many of the stewardship issues in this list parallel those in other oral history guidelines, but organizations
      will want to consider the specific protocols and requirements for handling oral traditions when they develop
      their preservation and access policies. For more information, see the First Archivists Circle
      (www2.nau.edu/libnap-p/protocols.html).
    


    
      Responsible stewardship of oral histories involves the multiple decisions and tasks that often fall to historical
      organizations regarding their preservation and access. This work is vital forpreserving and providing access to
      these primary source materials.
    

  


  
    Part Three
    

    

    ORAL HISTORY: STEP BY
    STEP
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        MS (Miho): Oh, I think, still, a lot of people don’t know. And just looking in the papers and comments to the
        editors…. they have it all wrong, after all these years, what happened to, and how we ended up at Manzanar or
        the other nine camps. So with education, I think it [the oral history] was good…. They’ll know what really
        happened.
      


      
        SO (Sachiye): Well, I just wanted it to be known that, for what the Isseis went through, well, like our
        parents…. I mean, maybe some other people that have gone through something like that …would be so full of
        hatred and, “Why me?” I just wanted to do it [the oral history] because of our parents and what they instilled
        in us, that they were so proud to be Americans. That’s why I wanted to do it.1
      

    


    
       
    


    
      The above excerpt is from an interview with Miho (Sumi) Shiroishi and Sachiye (Sumi) Okamoto conducted by Kristin
      Luetkemeier for the Manzanar Oral History Project. The sisters lived in the Manzanar Japanese Internment Camp as
      children, and when they visited the national historic site decades later, they agreed to record an oral history.
      They later donated to the project a number of photographs, documents, and artifacts, including a journal
      detailing their father’s confinement apart from the family for two years and his eventual reunion with them at
      Manzanar. Two Manzanar project interns translated the Japanese-language journal, allowing the sisters, who read
      and speak only English, to access its contents for the first time. Excerpts
      from the diary and from the oral history interview, along with other donations, are now part of an interpretive
      exhibit at the historic site, and the recording is available at www.densho.org.
    


    
      When a narrator sits down with an interviewer to begin an oral history interview, the interviewer’s questions
      invoke the narrator’s memories. Sometimes these may be childhood memories or stories told by a grandparent; other
      times it might be an event that happened very recently.
    


    
      What happens when we remember? In terms of cell biology and the brain, memories begin with sensory and short-term
      memories which, through changes in neurons, are physically converted into long-term memories and stored in the
      parts of the brain that correspond to the senses involved.2 Memories encode
      messages about ourselves, our families, and our culture. According to oral historian Valerie Yow, “We use
      …memories not only to make sense of our experiences, but also to justify decisions, to profit from past decisions
      in making current decisions about present and future, and to reassure ourselves that we have come through life’s
      challenges and have learned something…. Memories are especially important because they define us.”3
    


    
      The stages of the oral history life cycle discussed in Chapter 3—idea, plan, interview, preservation, access/use—describe the process of speaking those
      memories in oral histories, capturing individuals’ experiences and sharing them with others. This section offers
      a detailed step-by-step guide through each stage. Each step involves an action that helps to set up, conduct, or
      care for an interview, conforming to oral history standards and meeting the benchmarks listed in Chapter 2. Many of the decisions are interrelated and
      sometimes take place concurrently, all involve careful discussions and thought. Each of the three chapters in
      this section of the book covers a specific part of the oral history life cycle process—planning, interviewing,
      and providing preservation and access/use. This section is intended to be an oral history workshop in a book.
    


    
      These chapters also include illustrative examples from twelve historical organizations that incorporate oral
      history into their work. They include historical societies, museums, library/archives, and a historic site. The
      points each makes about their own oral history projects and programs refl ects adherence to national standards
      and to the oral history benchmarks listed in Chapter
      2.
    


    





Chapter 9
    

    

    FROM THE IDEA THROUGH THE PLAN
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      Each of the stages of the oral history process can be broken into several individual steps leading to the
      creation of a recorded interview with accompanying contextual materials. (A list of suggested oral history
      process steps can be found in Appendix A.) Although these steps are designed for use with a project or large number of interviews,
      they can also serve as helpful guides for historical organizations or practitioners interested in conducting just
      one or two interviews. This chapter reviews and summarizes planning step decisions involved in the first two
      stages of the oral history life cycle, generating an idea and planning to bring it to fruition.
    


    Oral History Process
    Steps—Idea and Plan


    
      The first steps in the oral history process are to generate and refine an idea for the project and to develop a
      plan for recording, preserving, and accessing an oral history. Each step in these early stages of the process is
      a critical component of the oral history life cycle and leads to the interview.
    


    Identify, Review, and Focus an Idea


    
      Oral histories begin with identifying an idea that will document some specific aspect of your community that has
      social, cultural, or historical significance, such as customs or traditions that are rapidly disappearing. Ideas
      can be for almost any subject of interest to historical organizations. For museums, as we saw with the Tenement
      Museum, the idea for the interviews focuses on topics related to its mission and its location. For the Manzanar
      Historic Site, the idea is place-based with emphasis on a specific period of time. For libraries and archives, the ideas often help fill gaps in collections. All are classic uses of
      oral histories and all support the works and missions of the historical organizations. Examples can include:
    


    
      • A person’s life history. The person could be anyone who has an interesting life
      story, whether or not they are well-known figures.
    


    
      • A distinctive community, culture, or way of life, such as the folk customs of a
      minority community.
    


    
      • A subject area, such as the history of immigration, business, health care, or a
      political or social issue within the community; or a historical event or period of time, such as the impact of a
      natural disaster or a war upon a community.1
    


    
      Once an idea has been decided on, the next step is to turn the idea into a clear research statement. Identify the
      idea behind your project in several levels of detail, as follows:
    


    
      1. Describe your topic in a single statement explaining what you will study and why it
      is important.
    


    
      2. Define the geographical and chronological scope of your project.
    


    
      3. Identify the main research questions the project will address in 1–2 paragraphs.
    


    
      4. List 3–5 general topics that will be addressed in the interview.
    


    
      5. Describe how the interview will contribute to the mission and goals of the
      historical organization.2
    


    
      Developing a clear research statement based on your idea will take some time and thought, but once that is in
      place you can move on to the next step, which will be identifying who will participate.
    


    Team Roles


    
      As the purpose of the project becomes more focused, identify team roles and a team leader. Many of these team
      roles will already be familiar to historical organization administrators, such as exhibit designers, library or
      archives administrators, historic site preservation experts, and trained community volunteers. They include
      interviewers, technical personnel, transcribers, administrators including bookkeepers, and a project coordinator
      (team leader). In smaller organizations and on smaller projects, one person often takes responsibility for more
      than one role, but all represent roles that help an oral history project move along smoothly.
    


    
      
        Text Box 9.1: Suggested Oral History Team Roles
      


      
        • Team leader
      


      
        • Interviewer(s)
      


      
        • Transcriber
      


      
        • Recording technician
      


      
        • Office support
      


      
        • Bookkeeper/accountant
      


      
        • Processer/cataloger
      


      
        Source: Barbara W. Sommer, Nancy MacKay, and Mary Kay Quinlan, Planning a Community Oral History Project, vol. 2 of Community Oral History Toolkit (Walnut Creek,
        CA: Left Coast Press, Inc., 2013), 58.
      

    


    
      The team leader is the point person in the process. The main task of this person, who often also functions as an
      interviewer, is to keep everything on track and moving along in a timely fashion. A team leader also can serve
      another role, however. Impetus for recording oral histories in many historical organizations begins with an
      identified need for use of the interview information. The team leader should have a solid understanding of the
      oral history life cycle, of the planned preservation and access steps, and of plans within the organization for
      intended use of the information.
    


    Community Participation


    
      Identifying potential supporters of a project, a standard oral history process step, offers historical
      organizations a new or additional opportunity for outreach to community members. Supporters can be local leaders,
      local businesses, and other traditional supporters of historical organizations; members of a community whose
      history or way of life will be documented; or community members interested in being part of the oral history
      process.
    


    
      For historical organizations, community also can refer to a network of organizations committed to presenting
      history to a public audience. Often these may be an area library, historical society, museum, and perhaps a local
      archive that can pull together to support the practice of oral history. One such example is the Henderson Oral
      History Project in Henderson, Nevada. For this project, eight
      organizations, including the Henderson Historical Society, Boulder City Museum, Clark County Museum, Henderson
      Libraries, Henderson Fire Department, University of Nevada libraries, and Nevada State College, have collaborated
      in the planning, recording, and care of oral history interviews. The historical society helps to identify
      interviewees and provides historical information, the library provides a part-time oral historian and repository,
      and Nevada State College provides project support through its Undergraduate Oral History Research Project with
      support from a Library Sciences and Technology grant through the Institute of Museum and Library Services
      (IMLS).3
    


    Content Development


    
      The content of an oral history project is defined by developing a list of topics that will be included. If the
      idea behind a proposed project begins with an interest in the history of business development in a community, for
      instance, topics might include growth and development of the downtown business district and construction of the
      first shopping mall in the area. For historical organizations, this identification of topics and their links to
      public or local history helps define how engaging in oral history activities can help them meet institutional
      missions and goals.
    


    
      Producing the three-or four-sentence oral history mission statement gives the oral histories a name, identifies
      the purpose for doing the interviews, states how the interviews will meet the historical organization’s mission,
      and stipulates that the oral histories will be done to commonly accepted standards. The name of an oral history
      project typically alludes to the original idea. No matter the number of interviews, the oral history project
      should be assigned a name that provides a unique identity for use in all its descriptive data.
    


    
      The Ramsey County (MN) Historical Society’s oral history project about the state’s Bhutanese immigrant community,
      “From Exile to Settlement: The Voices of the Bhutanese in Minnesota,” illustrates how project planning with
      attention to content development can help define a topic focus for oral history interviews. An important part of
      the rationale for this project, according to oral historian and project coordinator (team leader) Andrea Klein
      Bergman, was that the Bhutanese people do not have a written history. Thus the interviews, by capturing the
      narrators’ first-person memories of immigration, addressed an important gap in current knowledge. Text Box 9.2 illustrates how project planners developed content and defined topics for these
      interviews.
    


    
      
        Text Box 9.2: From Exile to Settlement: The
        Voices of the Bhutanese in Minnesota
      


      
        From Exile to Settlement: The Voices of the Bhutanese in Minnesota. Organization: Historical Society, Archive
      


      
        From Exile to Resettlement’s Project mission is to collect the untold stories of Bhutanese refugees who have
        resettled in Minnesota. All interviews are archived at the Immigration History Research Center and Archives, a
        special collection in the University of Minnesota Libraries. (www.hhm-oralhistory.co.nr/)
      


      
        This example focuses on Phase II of the oral history project. The narrators are women who resettled in
        Minnesota. They have various educational, religious, and caste backgrounds. This description, provided by
        project manager Andrea Klein Bergman, outlines the project methodology.
      


      
        These interviews cover four central themes:
      


      
        • 1) Life in the Old Country
      


      
        • 2) Life as a refugee in Nepal
      


      
        • 3) the Journey to Minnesota, and
      


      
        • 4) Becoming Minnesotan
      


      
        Research Questions:
      


      
        • 1) How does age at immigration and length of stay in a new country affect a
        refugee’s ability to integrate fully into society?
      


      
        • 2) How do women in a predominantly patriarchal society view their work, mainly as
        care-givers and wives?
      


      
        • 3) Are there any inter-generational confl icts with the younger generations that
        are now American?
      


      
        • 4) How does their religion and caste affect their integration into their new
        society?
      


      
        Methods:
      


      
        • Because Bhutanese refugees do not have a written history, qualitative in-depth
        interviews helped fill a gap in the historical record. Participants were selected from Nomination Forms from
        Phase I interviews. Bhutanese leaders, oral history participants, and family members nominated women elders as
        possible interviewees.
      


      
        • After pre-interviews, 5 women were asked to be interviewed. This choice was based
        on age, willingness to speak in-depth, and location.
      


      
        • All interviews were set up by the
        interpreter and project interviewer. This allowed for pre-screening questions, full explanation of the project
        goals, and building trust.
      


      
        • Each participant signed consent forms (one photography release form and one
        archival release form) prior to the start of the interviews.
      


      
        • One pilot interview served as part of interviewer training.
      


      
        • Questions were asked in English and translated during the interview by the
        translators; answers were then translated from Nepalese into English. This both preserved the Nepalese language
        and allowed non-Nepalese speakers access to the interview information.
      


      
        • All interviews were transcribed verbatim in English and audit checked by the
        project manager, the interviewer, and the translators to ensure accuracy.
      

    


    
       
    


    
      Note that project organizational materials include a mission statement, project themes, research questions, and a
      summary of oral history methods. These planning steps illustrate how the idea to interview Bhutanese immigrants
      in Minnesota was developed into an oral history project.
    


    Repository


    
      Historical organizations are among the most common oral history repositories. Based on decisions made during the
      planning process, oral histories may become part of a historical organization’s own repository, such as a library
      or archive division in a historical society, or may be housed in the collections of another repository with a
      related mission.
    


    
      Historical organizations deciding upon an appropriate repository to preserve and provide access for born digital
      or digitized recordings will want to make sure the repository has the following attributes:
    


    
      • An institutional ability, including funding support, to preserve and care for oral
      histories
    


    
      • A collecting mission that is compatible with the purposes of the oral histories
    


    
      • A dedicated space with proper climate controls and conditions to protect the oral
      histories
    


    
      • A staff with the time and training to catalog and care for the oral histories
    


    
      • A capability and commitment to provide access
      to the oral histories
    


    
      • A long-term preservation plan for caring for the oral history recordings and
      transcripts
    


    
      • Policies in place to protect against corruption or loss of the oral histories,
      including a data retention policy and a disaster recovery plan4
    


    
      Historical organizations often use websites to provide broad access to oral histories. Although websites are
      useful access tools, organizations should be aware that they lack the clear preservation plan that is a
      characteristic of a repository.
    


    
      The Oral History Program at the State Historical Society of Missouri is an example of a program that works with
      oral histories from idea through access/use. Through the program interviews about the state’s history, culture,
      and heritage are recorded, preserved, and made accessible. As described in Text Box 9.3,
      working to national standards, the program develops statewide projects, provides guidance for smaller projects
      developed by local historical organizations throughout the state, provides access to users looking for
      information about Missouri history, and works with other departments in the historical society in use of
      interview information.
    


    Ethical Guidelines and
    Legal Standards


    
      As discussed in Chapter 5, decisions and actions
      that can have an impact on the interview and interactions between interviewer and narrator should follow a clear
      set of ethical guidelines. Planners will want to discuss sensitive trust and privacy issues when making planning
      decisions, not to limit what an oral history interview will cover, but to incorporate these issues into training
      workshops and guide discussions with repositories about what policies are in place for their careful and
      respectful use.
    


    
      Legal standards and legal release agreements determine ownership of an interview. As discussed in Chapter 4, oral histories are copyrightable documents;
      their ongoing preservation, access, and use are based on ownership of interview information, which in turn is
      governed by the wording of the legal release agreement. Most historical organizations will create and curate only
      oral histories for which copyright is clear and legal release agreements are used.
    


    
      The sample legal release agreement shown in Appendix
      D, Form 2 conveys copyright transfer as a gift
      to a repository. This is the most common process used by oral history practitioners. Other options, as discussed
      in Chapter 4, include transfer to public domain
      and use of a Creative Commons license.5
    


    
      
        Text Box 9.3: The State Historical Society of
        Missouri Oral History Program
      


      
        Oral History Program
      


      
        The State Historical Society of Missouri
      


      
        Organization: Historical Society
      


      
        Since 1993, the State Historical Society has had a full-time oral historian recording and transcribing hundreds
        of oral history interviews that preserve Missouri’s history, culture, and heritage.
        (http://shs.umsystem.edu/oralhistory)
      


      
        The Oral History Program of the State Historical Society of Missouri is an example of a statewide program that
        both runs its own projects and supports the work of practitioners throughout the state.
      


      
        The State Historical Society of Missouri has a diverse oral history collection that, as oral historian Jeff D.
        Corrigan describes it, represents a cross-section of Missouri history. Current Oral History Program projects
        are on veterans (in partnership with the Library of Congress Veterans History Project), environment, politics,
        civil rights, and rural education.
      


      
        Corrigan carries out a commitment to the oral history process and local and public history by regularly leading
        training workshops for practitioners, many of them volunteers, who record oral histories for local historical
        societies. Some of these oral histories, when completed, become part of the Oral History Program collections.
      


      
        The oral histories are transcribed; money raised in an annual fundraising event helps support this work. All
        oral history collections are processed to the folder level and finding aids distinguish between oral histories
        and other types of interviews, such as folklore and journalistic interviews. Finding aids and some transcripts
        are on the society’s website. The oral histories are regularly used by researchers and in Society publications
        and exhibits. The program’s work is guided by the standards of the Oral History Association.
      

    


    Equipment


    
      Equipment decisions are another critical step in oral history planning. Oral history equipment includes
      recorders, microphones, computers, external hard drives, and centralized data service options. Decisions on each
      of these are interrelated and interdependent and benefit from careful
      research. They are usually are based on both the purpose for creating the oral histories and the guidelines
      provided by a repository. See Text Box 9.4 for basic guidelines.
    


    
      When thinking through equipment decisions, organizations will want to remember that the oral histories are ends
      unto themselves. Oral history practitioners use recording equipment—audio or video or both—to record the
      interviews. They use microphones to support sound quality and computers and hard drives to facilitate storage of
      the digital recordings. Oral history standards stipulate recordings should be high quality and done in the least
      compressed digital formats available. Although these standards benefit the oral histories, they can have an
      impact on a choice of a repository because they result in large master recordings that are expensive and complex
      to store and maintain.6
    


    
      Specifications for oral history recorders include not only standard features such as the option to record in
      uncompressed sound for audio and in high definition (HD) for video but a couple of specific features that are
      useful and convenient for practitioners. These are a removable memory card, which provides fl exibility in the
      amount of space available to record an interview and an option for short-term preservation of digital recordings,
      and an AC adaptor to provide a stable power source.
    


    
      Oral historians have traditionally used external microphones to maximize overall sound
      quality and to pick up both sides of an interview—both questions and answers. Even though digital recorders often
      record in excellent basic sound quality, an external microphone with a broad, omnidirectional pick-up pattern, or
      lavaliere microphones, one for each interview participant, help catch all the voices in an interview. When using
      an external microphone, practitioners should make sure it interfaces with the recorder. Detailed recommendations
      for oral history equipment specifications can be found in Appendix B.
    


    
      
        Text Box 9.4: Guides for Standardization of Digital Recording Options
      


      
        Emerging guidelines for the standardization of digital recording options include the following:
      


      
        • For audio, use open source, cross-platform, uncompressed, and widely used formats
        for the master preservation file. A common standard is .wav or .aiff (unreduced), PCM or linear PCM (lossless
        codec), 16–24 bits, sampled at 44.1–48 kHz.
      


      
        • For video and its larger files, use the least compressed and most widely used high
        definition, cross-platform format possible for the master preservation file.
      


      
        • Use highly compressed formats to create research access copies.
      

    


    
      
        Text Box 9.5: Storage Space Requirements for
        Digital Recordings
      


      
        Audio
      


      
        60 minutes of digital audio recorded in uncompressed 16bit/44.1kHz: 600–800 megabytes
      


      
        60 minutes of digital audio recorded in uncompressed 24bit/96kHz: 2 gigabytes
      


      
        Video
      


      
        60 minutes of digital video recorded at 1920x1080 30p or 60i:
      


      
        • AVCHD – 11.8 gigabytes
      


      
        • AVC-Intra 50 – 23.5 gigabytes
      


      
        • AVC-Intra 100 – 46.0 gigabytes
      


      
        Source: Barbara W. Sommer, Nancy MacKay, and Mary Kay Quinlan, Planning a Community Oral History Project, vol. 2 of Community Oral History
        Toolkit (Walnut Creek, CA: Left Coast Press, Inc., 2014), 123.
      

    


    
      Ongoing needs for preservation and access should also guide equipment choices. See Text Box
      9.5 for storage space needs for various types of audio and video recordings. Because of the types of formats
      used in recording oral histories, storage needs, especially for master recordings, are large. Historical
      organizations and team leaders will want to take this into consideration when making equipment decisions.
    


    Other Recording Devices


    
      Oral history practitioners sometimes wonder about the advisability of the use of equipment not specifically
      developed to record but with a built-in recorder, such as smartphones and computers. As with all recording
      options, the appropriateness of this equipment depends on the purpose and goals of creating the oral histories
      and on the policies and guidelines of the repository holding the recordings. See Text Box
      9.6 for specific information.
    


    
      
        Text Box 9.6: Use of Equipment Not Specifically
        Designed as a Recorder
      


      
        Practitioners sometimes use smartphones or computers as recorders. Before using this option, consider the
        following:
      


      
        • As with all oral history recorders, confirm the device can be used with an
        external microphone.
      


      
        • Confirm the device will record in recommended oral history formats.
      


      
        • Confirm the amount of space available on the device is sufficient to complete the
        interview.
      


      
        • Confirm the device will allow access to finished files and copies of the files on
        an ongoing basis.
      


      
        Source: Donald A. Ritchie, Doing Oral History: A Practical Guide,
        3rd ed. (New York: Oxford University Press, 2015), 45.
      

    


    
      Distance interviewing is another area in which digital options have had an impact on oral history. Some
      practitioners now use distance communications like Skype to record an interview. When thinking about doing
      distance interviewing in this way, review the previous points about using smartphones and computers and consider
      the pros and cons in Text Box 9.7.
    


    
      
        Text Box 9.7: Computer-assisted Distance Interviewing Pros and Cons
      


      
        Pros
      


      
        • Participants can see one another and establish the rapport that comes with visual
        contact.
      


      
        • Interviewers can catch visual, nonverbal clues that would not be evident on the
        telephone.
      


      
        Cons
      


      
        • A firewall could prevent access.
      


      
        • An unstable wireless connection could affect interview quality or interrupt an
        interview.
      


      
        Source: Donald A. Ritchie, Doing Oral History: A Practical Guide,
        3rd ed. (New York: Oxford University Press, 2015), 99.
      

    


    Transcribing


    
      Transcribing is another critical step in oral history planning. Historical organizations may be concerned about
      the time, skill, and cost involved, but the most important question to consider is whether to transcribe
      interviews in the first place. Some practitioners believe that digitally recorded interviews increasingly offer
      access options that eliminate the need to transcribe. The lack of a transcript, however, also makes a recording
      and its copies the only documented record of an interview. Before making a decision regarding transcripts,
      balance the time and costs involved in producing transcripts with the costs of maintaining and migrating
      recordings as the only documented record of an interview, the ability of a transcript to provide accurate
      interpretation of difficult-to-understand phrases on the recording and accurate spelling of proper names, the
      permanence of a transcript printed on acid-free paper, and the relatively small additional space needed for
      holding transcripts. In a 2014 American Association for State and Local History (AASLH) workshop, oral historian
      Nancy MacKay described the following benefits of transcripts:7
    


    
      • Paper transcripts are the most reliable preservation medium.
    


    
      • Transcripts are not machine dependent.
    


    
      • Electronic versions of the text can be easily searched.
    


    
      • Transcripts remain the favored tool for researchers.
    


    
      • In a digital environment, a transcript may be the single physical manifestation of
      an oral history interview.
    


    
      Joseph Hoover, Digital Technology Outreach Specialist at the Minnesota Historical Society, also has pointed out
      that transcripts help historical organizations meet Americans with Disabilities Act (ADA) standards for access to
      the oral histories. Review of these factors lead many historical organizations to incorporate transcribing as
      part of the accepted standard for oral history preservation and access.
    


    Support Sources


    
      Finding financial and practical support for creating oral histories is another critical planning step. Oral
      history takes time, and it takes equipment and supplies. The resources needed include (a) human labor
      (interviewing, transcribing, research), (b) capital expenses (computers, recorders), and (c) operational expenses
      (office space, telecommunications, supplies). All of these needs,
      regardless of their source, should be reflected in an oral history budget. A budget need not be complex; most
      budgets consist of basic items such as the cost of recording media, photocopying, office supplies, and
      transcribing. Identifying each of these expenses can help leaders to determine overall costs and can help
      historical organizations to document the full value, from creation through curation, of oral histories.
    


    
      Oral history support can come in the form of money, in-kind materials, and people, many of whom may be
      volunteers. See Text Box 9.8 for common sources of oral history funding. When working with
      funding and funders, historical organizations may want to develop statements that guide the impact of funds on
      oral histories and their content. Such statements can help the organizations and project personnel document and
      maintain objectivity when creating oral histories.
    


    
      The Maria Rogers Oral History Program, described in Text Box 9.9, is one example of an
      organization that makes use of many of these sources of financial and other support. An endowed program within
      the Boulder, Colorado, Public Library system, it runs countywide projects and special projects that focus on
      localities. In addition to support from its endowment, it receives support from the Boulder Public Library, the
      Boulder Public Library Foundation, and a dedicated group of volunteers. The program includes oral histories about
      pioneers and recent immigrants, mining and agriculture, mountain towns, open space and city planning, Rocky Flats
      nuclear weapons plant, business, science, arts and education, and major events such as the Fourmile Canyon fire
      and the Flood of 2013.
    


    
      
        Text Box 9.8: Common Sources of Support for Oral Histories in Historical Organizations
      


      
        • Self or private funding
      


      
        • Businesses or corporations
      


      
        • Governments and governmental organizations
      


      
        • Historical organizations
      


      
        • Associations or organizations with ties to the community or project
      


      
        • Educational institutions
      


      
        • Foundations
      


      
        • Endowments
      


      
        Source: Barbara W. Sommer, Nancy MacKay, and Mary Kay Quinlan, Planning a Community Oral History Project, vol. 2 of Community Oral History
        Toolkit (Walnut Creek, CA: Left Coast Press, Inc., 2014), 94.
      

    


    
      
        Text Box 9.9: Maria Rogers Oral History Program
      


      
        Maria Rogers Oral History Program
      


      
        Carnegie Branch Library for Local History
      


      
        Organization: Library/Archive
      


      
        The Maria Rogers Oral History Program, at the Carnegie Branch Library for Local History, is a collection of
        audio and video interviews with long-time residents and other people knowledgeable about the history of the
        city and county of Boulder, Colorado. (http://oralhistory.boulderlibrary.org/)
      


      
        This example highlights an oral history program in a public library system and describes its collaborative
        approach with other agencies that share its mission.
      


      
        The Carnegie Branch Library for Local History began collecting oral histories during the U.S. Bicentennial in
        1976. In the early 1980s, the program was led by volunteer manager Maria Rogers. After her death, her family
        endowed the program and funded a management position in her name; the program manager is now a city employee.
        The Boulder Public Library supports the Maria Rogers Oral History Program (MROHP) by providing physical space
        along with administrative and technical assistance. The Boulder Public Library Foundation offers project
        grants.
      


      
        Oral history is one way the library fulfills its mission of helping people acquire information that can make a
        difference in their lives. Interviews help fill gaps in the historical record; researchers use the material to
        create new kinds of documentation or experiential information such as books, films, and exhibits. MROHP
        projects include both county-wide events of large impact and volunteer-driven projects that focus on topics,
        locations, or communities. In one project, as an example, trained volunteers conducted research in the branch
        library collections, recorded interviews, assembled a database, and helped make resources available to local
        educators.
      


      
        Through its library mission, MROHP supports a commitment to public history by helping to make history relevant
        and useful and providing opportunities for public-audience participation. The branch library networks with
        other local historical organizations that meet regularly to discuss and support common historical and
        preservation projects and goals. One such project was the Museum of Boulder’s “Flood of 2013” exhibition, which
        incorporated oral histories from the MROHP collection. The program’s work is guided by the standards of the
        Oral History Association.
      

    


    
      
        Text Box 9.10: Planning Workshop
      


      
        Oral history project leaders often use a planning workshop to help organize and launch the creation of oral
        histories. If so, planning steps can serve as items on a workshop agenda, as shown here.
      


      
        Suggested Oral History Planning Workshop Agenda
      


      
        What is Oral History?
      


      
        Best Practices for Community Oral Histories
      


      
        Overview of Oral History Planning Process
      


      
        Oral History Project Team and Team Leader
      


      
        Repository
      


      
        Legal and Ethical Standards
      


      
        Equipment
      


      
        Administration
      


      
        Budget
      

    


    
      Unfunded personnel positions in historical organizations often are filled by volunteers, which is another way in
      which the needs and opportunities of oral history projects are consistent with the traditional resources and
      programs of historical organizations. The largest historical organizations have large volunteer programs; smaller
      organizations may be entirely volunteer-run. Oral history plans can include options for incorporating trained
      volunteers into the oral history process, giving historical organizations another avenue for outreach and
      community interaction.
    


    
      The time donated by volunteers has as much value as that of those who are paid. When working with oral history
      personnel, paid or volunteer, team leaders ask each person to keep a time sheet. Many organizations set a per
      hour value for volunteer time, and keeping track of this donated cost can help determine an overall value of the
      oral histories.
    


    The Project Design Statement—Example


    
      When beginning the planning process, whether for large projects or several interviews, oral history planners
      increasingly use a template like the Project Design Statement as a guide. A form such as Form 1 in Appendix D, lists items from the master planning list and provides a place to summarize
      decisions about each; filling a line in on the form usually indicates its acceptance by oral history planners.
      When completed, the statement becomes both an anchor and a blueprint for creating oral histories. Although, as
      its name indicates, it is used for project-based work, its line items are useful guides for creating oral
      histories both individually and as parts of projects. And for historical organizations, in addition to
      identifying planning decisions, the line items include information that can help determine whether and how an
      oral history idea and plan, or a set of recorded interviews, will meet the organization’s mission and purpose.
      This information is useful for historical organizations when considering how to incorporate oral history into a
      work program or in documenting reasons for recording oral histories for specific purposes. It also is useful for
      historical organization repositories when determining whether or how to accept or include oral histories in their
      collections and it help repository personnel when cataloging oral histories.
    


    
      
        Form 9.1: Example of Completed Project Design Statement
      


      PROJECT DESIGN STATEMENT


      GENERAL


      
        Project Name: The Central City Business District Oral History Project Insert project name.
        This is the name that will be used when working on the project and to identify it for preservation and access
        purposes.
      


      
        Sponsoring Institution: List if applicable
      


      
        The Central Regional Archive, Central City
      


      
        Primary Research Questions: List 1–3 major research questions
      


      
        1. What were the critical attributes of this business district in the late twentieth
        century?
      


      
        2. What factors attracted or supported business development in the area?
      


      
        3. What factors were roadblocks in attracting or supporting business development in
        the area?
      


      
        Mission Statement: Insert mission statement
      


      
        The mission of The Central City Business District Oral History Project is to document late twentieth century
        changes in this well-known historic central business district. Six interviews with existing and past business
        owners will be completed over a nine-month period. This project will be done to the standards of the Oral
        History Association.
      


      
        Administrative Requirements: List team members and roles of each Team members are:
      


      
        Two interviewers (one will act as project leader)
      


      
        One recording equipment specialist
      


      
        One administrative support person/transcriber
      


      PROJECT CONTENT


      
        Historical Focus: Describe focus; be specific
      


      
        The interviews will document the late twentieth century development in the Central City business district with
        a focus on its designation as an historic district in 1995.
      


      
        Scope: Summarize scope, including size and duration
      


      
        Six interviews, each approximately 1.5 hours long, will be recorded with current and past business owners. All
        work on the interviews including production of full transcripts will be completed in twelve months.
      


      
        Topics: List topics; use bullet points if needed
      


      
        Topics will cover:
      


      
        • Founding and description of business
      


      
        • Description of business and business district prior to historic designation
      


      
        • Description of business and business district after historic designation
      


      
        • Factors in maintaining or losing business during this period
      


      
        • Description of business district at the end of the twentieth century
      


      
        Sources For Background Research: Summarize sources and locations; refer to bibliography
      


      
        Sources include newspapers, maps, historic district nomination form, available business records, and
        photographs. Most materials are available in the Central Regional Archive
      


      PROJECT MANAGEMENT


      
        Duration: Describe specific duration; if part of an ongoing program, state this Interviews
        will be done over a nine-month period, with all work on the project to be completed in twelve months. Interview
        preparation is included in the nine-month interviewing period; it is expected to take about two months, leaving
        seven months to schedule and record the interviews.
      


      
        Number of Narrators: State number of narrators and fill in names as they become available
      


      
        Six narrators will be included in this project. They will represent current and past business owners. A final
        list of names will be developed during the twomonth research time of this project.
      


      
        Recording Plan: Describe recorders (audio, video, or both) and summarize use plan
      


      
        The interviews will be recorded using an audio recorder and an external omnidirectional microphone in a mono
        audio track on a 64 gb SD card in .wav format. Use of the recorder and microphone is provided by the Central
        City High School.
      


      
        Physical Space Needs: Summarize interviewing and work space needs
      


      
        One room in the local historical center is being donated for project use. Interviews will be recorded in this
        space and a small file cabinet in the space will hold project files. Master copies of project recordings will
        be held on a computer donated for this purpose; additional copies of interview recordings will be held in
        several sites in the business district.
      


      
        Expenses: Summarize expenses (known or projected) by type; refer to project budget for
        detailed information
      


      
        Interviewing expenses will include costs of two 64 gb SD cards, two reams of paper for transcribing purposes,
        photocopying, and postage. See the attached project budget for a detailed list.
      


      
        Resources: Summarize resources by type (for example: volunteer, donation/ gift, grant);
        refer to project budget for detailed information
      


      
        Project resources include time volunteered by all team members, donated project space, donated computer, and
        donated recording equipment.
      


      
        Interiewee Recruitment: Summarize narrator recruitment process
      


      
        Interviewees identified for this project will be contacted by letter followed by a telephone call from one of
        the two interviewers.
      


      
        Repository Plan: Summarize repository plan and include names and contact information for
        repository personnel
      


      
        The Central Regional Archive in Central City has agreed to be the project repository. This archive has a
        sustainable plan for preserving and maintaining access to the oral histories.
      


      
        Website Access: Summarize planned outreach; include websites and URLs when available
      


      
        The Central Regional Archive will work with high school seniors to provide website access for this project.
      


      
        Submitted by
      


      
        
          
            
            
          

          
            
              	Director, Team Leader

              	Date
            

          
        

      


      
        Revised by
      


      
        
          
            
            
          

          
            
              	Use if making revisions or updates

              	Date
            

          
        

      


      
        ©2013 Left Coast Press, Inc., www.lcoastpress.com/book.php?id=404.
      

    


    
      When completed, the statement becomes, in effect, the plan. A completed
      statement provides planners with a blueprint for moving into the interviewing stage. Form
      9.1 illustrates a completed statement for a sample project.
    


    
      Attachments to a completed planning statement can include a budget, funding plan, examples of forms, and other
      materials generated for the interviews. A statement with attachments is a full project guide; when it is time to
      turn everything over to a repository, submit the completed Project Design Statement with the attachments.
    


    
      Oral history practitioners understand the need for thorough documentation of interview context and content. The
      Project Design Statement not only functions as a plan for recording interviews, it also provides a concise
      summary of basic information about an interview for future reference.
    


    

  


  
    Chapter 10
    

    

    THE INTERVIEW
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      Interviews are the central stage in the oral history life cycle. Two life cycle stages—idea and plan—lead up to
      the interviews, and two life cycle stages—preservation and access/use—follow them. The following steps are
      intended to guide practitioners in historical organizations through the interviewing process.
    


    
      


      
        Put simply, when documenting an interview, we need to ask: who is saying what, to whom, for what purpose, and
        under what circumstances. Linda Shopes.
      

      

    


    Preparing for the
    Interview


    
      An oral history begins with research. For historical organizations, grounded as they are in providing history
      services for public audiences, background research helps determine not only interview content but how oral
      history furthers their public history and local history missions. This research, drawing on a variety of sources,
      helps oral history practitioners define the real-world context of the oral histories and provides a basis for
      framing content questions—the topics that guide an interview.
    


    
      There are several good reasons for doing background research in preparation for oral history interviews. First,
      interviewers tend to prepare better questions if they have a deep understanding of the topic. Second, if the
      research is compiled into a research portfolio, that document becomes a valuable supplementary research tool. Two
      kinds of research are helpful: research on the interview topics and narrator-specific research.
    


    
      Often the topics that oral historians investigate are not well-documented in print, so interviewers must be
      creative in doing research. Research sources might include the following:
    


    
      
        • Books and encyclopedias
      


      
        • Old newspapers, magazines, or other ephemera
      


      
        • Photographs and letters belonging to community members
      


      
        • Internet
      


      
        • Project-focused conversations with community members
      


      
        • Conversations with the narrator or family members
      


      
        • Physical objects relating to the topic (foods, textiles, historical artifacts)
      

    


    
      Use sources that relate to the topic and include them in an annotated list of references. Also develop a
      bibliography of books, articles, and other sources that have helped structure the interviews.
    


    
      Historical organization repositories are good sources of information for both project research and
      narrator-specific research. Often the people selected to be interviewed are not well known. A check of materials
      in historical organizations’ collections, however, including back issues of newspapers and photographs, may turn
      up some information. A pre-interview meeting is another way to learn about background information about a
      narrator. Many practitioners use a form like the Interviewee Biographical Profile (Appendix D, Form 3) as a guide to the conversation during
      a pre-interview meeting.
    


    
      Context is important in fully understanding the information in an oral history interview. To help document
      context, practitioners are encouraged to write a short narrative essay about an interview. This essay can include
      information about its purpose, decisions on questions to ask, response of the narrator to the interview process,
      and—after an interview—comments and insights about the interview. All of this helps document context for users of
      the interview information.
    


    
      When conducting this research, organize background research into a portfolio including the following:
    


    
      
        • An annotated bibliography and an annotated list of references
      


      
        • A timeline
      


      
        • A concise narrative essay
      

    


    
      Organizing the material this way will help everyone involved in doing the interviews better understand the
      context and collaborate with one another, ensure deeper understanding of
      the background material, and create a valuable research tool.
    


    
      


      
        Research tips: Oral history practitioners recommend developing a timeline and a bibliography to organize
        research notes and a research portfolio to keep track of oral history resources. Interviewers use documents to
        develop questions and as aids during an interview, and both are given to the repository with the rest of the
        oral history materials.
      

      

    


    
      The Kentucky Oral History Commission, in that state’s historical society, has one of the largest oral history
      programs and collections in the country. In addition, it has awarded more than $1 million in grants to support
      the work of oral history throughout the state. Text Box 10.1 describes the program and its
      support of oral history by a historical organization. Through its work and leadership, it helps make information
      about the history of Kentucky accessible and useful to its public audience. Its adherence to national guidelines
      illustrates how these standards are applied on a state and local level. Note information about support of the
      oral history process in the state program and grants program, development of the network of accredited oral
      history repositories to support preservation and access/use, and support of local historical organizations and
      repositories in dealing with the impacts of technological change.
    


    Developing a Question Guide


    
      Drawing on what was learned from the initial research on the topic to be addressed in an oral history,
      practitioners develop oral history questions that address areas of information that can help fill gaps in the
      historical record. As shown in Text Box 10.2, question guides are not word-for-word,
      survey-style documents, but lists of topics that interviewers use to formulate questions during an interview.
    


    
      Question guides allow interviewers to develop project topics in a way that structures an interview. Guided by the
      original idea, the mission statement, project research, and narrator-specific research, questions focus on the
      narrator’s information as it relates to the purposes of a project. The example given here lists the project
      topics to be covered in an interview and illustrates how an interviewer can develop them with a series of
      open-ended questions and suggested follow-up questions to draw out the narrator’s memories and information. A
      question guide draws on the art of interviewing. It is based in the oral history process.
    


    
      
        Text Box 10.1: Kentucky Oral History Commission, Kentucky Historical Society
      


      
        Kentucky Oral History Commission (KOHC)
      


      
        Kentucky Historical Society
      


      
        Organization: Historical Society
      


      
        From tenant farmers and lay midwives to political leaders and nationally acclaimed authors, the Kentucky Oral
        History Commission (KOHC) reaches across the state to record and preserve the diverse stories that are a part
        of Kentucky’s rich and colorful history. (http://history.ky.gov/kentucky-oral-history-commission)
      


      
        This example covers some of the work of the very active Kentucky Oral History Commission. Included are actions
        and activities that model historical organization best practices.
      


      
        The Kentucky Oral History Commission was established as an independent, state-funded agency during the United
        States Bicentennial in 1976. In 1992, it became part of the Kentucky Historical Society, continuing its mission
        of supporting and facilitating oral history in Kentucky. In large part through the work of the Commission,
        Kentucky is one of only two states in the United States that has legislation to protect the public oral history
        collection holders in the state. Its collection covers such topics as civil rights leaders, tenant farmers,
        political leaders, authors, and lay midwives and helps preserve first-person memories that document the state’s
        diverse history.
      


      
        The Kentucky Oral History Commission supports its public and local history mission both through the creation
        and use of oral histories that reflect its comprehensive, statewide focus and its grants program, which
        provides assistance to amateur and professional oral historians conducting research on topics of significance
        in and to Kentucky. The grants program has awarded more than $1,000,000 to individuals, colleges, universities,
        public libraries, local historical organizations, public history programs, and community organizations. The
        oral histories are held in repositories throughout the state that meet the Commission’s Archival Accreditation
        Program, an internal structure that shows evidence of digital storage security, redundancy, a strong management
        system, and often a formal agreement for community projects with a local access point identifying what can and
        cannot be done with access copies. Transcription grants pay for transcribing or indexing services.
      


      
        To help organizations deal with the impact of technological change, the Commission has a Digital Preservation
        Assistance grants program. With this program, the Commission helps organizations update recordings in
        out-of-date formats through loan of digitization stations and training on their use. As its former Program
        Manager, Sarah Milligan, has said, understanding oral history is implicit in everything the Commission does.
        Its work is guided by the standards of the Oral History Association.
      

    


    
      
        Text Box 10.2: Excerpt, Sample Interview Question Guide
      


      
        Narrator name
      


      
        Oral history [project] name
      


      
        Interview location
      


      
        Interview time and date
      


      
        Interview introduction (write out and read at the beginning of an interview) The following interview was
        conducted with ___ (name of narrator) for the ___ (name of project). It was recorded on ___ (date) at ___
        (place). The interviewer is ___ (name or names).
      


      
        Sample Question Guide for HIV/AIDS Healthcare Provider Oral History Project Topic: Your first experience with
        or knowledge about AIDS
      


      
        • Orient us on how and when and why you first came to our area
      


      
        ○ Describe your community for us
      


      
        • Describe your first contact with HIV/AIDS
      


      
        ○ Follow-up questions can include additional detail describing what HIV/AIDS was,
        what was known about it, and who the affected populations were
      


      
        • Describe the situation regarding HIV/AIDS as you first saw it
      


      
        ○ Follow-up questions can include additional detail about reactions to the disease
        at the time of the narrator’s first contact and the types of care available to persons with HIV/AIDS at the
        time
      


      
        • Describe those affected, responders, and response
      


      
        ○ Follow-up questions can include additional information about responses—individual,
        community-based, and medical—available at the time of the narrator’s initial contact with HIV/ AIDS
      


      
        Topic: Medical
      


      
        Topic: System Changes
      


      
        Topic: Policy
      


      
        Topic: Funding
      


      
        Topic: Roadblocks
      


      
        Topic: Reflections
      


      
        The first topic suggests the starting point for the interview and identifies the narrator’s ties to the project
        and its purpose. Under each topic heading, an interviewer identifies questions and suggested follow-up
        questions designed to guide a narrator in the telling of the interview
        information. The next topics focus on various parts of the narrator’s unique knowledge. The last topic, as it
        suggests, provides an opportunity for the narrator to reflect on the interview information.
      


      
        The copy of the question guide used in an interview, often marked up with notes made during the interview,
        helps document its content. It is turned over to the repository with the interview recording, transcripts, and
        completed forms including the signed legal release agreement.
      

    


    
      Given that narrators generally talk about their memories in chronological order, question guides commonly follow
      this pattern. Beginning questions suggest a starting point for a narrator’s memories and identify a narrator’s
      connections to the topics. Questions asked during the main part of an interview typically focus on a narrator’s
      unique knowledge. Ending questions often ask for thoughts or analysis about the information discussed during the
      interview.
    


    
      Text Box 10.3 is an example of a museum, The Tenement Museum, that records and uses oral
      history interview information in its exhibit design and development. The interviews provide first-person
      information about immigration to and living in New York City’s Lower East Side. Information in the interviews not
      only provides detail for exhibit design, it helps define interpretive context in both time and place. Note the
      incorporation of oral histories into the exhibit design process described here.
    


    Selecting Narrators


    
      Most oral history ideas begin with informal lists of potential narrators. With this beginning list and
      information uncovered by background research, the team leader and interviewers finalize a list. Narrators
      generally meet the following criteria:
    


    
      
        • Have firsthand knowledge of the oral history topics
      


      
        • Have strong powers of observation
      


      
        • Have the ability to communicate information in an interview setting
      


      
        • Understand the purpose of the oral history and the legal release agreement
        process
      

    


    
      
        Text Box 10.3: Tenement Museum
      


      
        The Lower East Side Tenement Museum
      


      
        New York, New York
      


      
        Organization: Museum
      


      
        The Lower East Side Tenement Museum preserves and interprets the history of immigration through the personal
        experiences of the generations of newcomers who settled in and built lives on Manhattan’s Lower East Side,
        America’s iconic immigrant neighborhood; forges emotional connections between visitors and immigrants past and
        present; and enhances appreciation for the profound role immigration has played and continues to play in
        shaping America’s evolving national identity. (www.tenement.org/)
      


      
        This example illustrates how the Lower East Side Tenement Museum uses oral history to help bring visitors into
        the action.
      


      
        The Tenement Museum interprets working class and immigrant history, but much information about its two sites is
        not available through the written record. Oral history information is the foundation of its interpretation.
        Exhibit designers draw on the information for everything from describing families who were residents of the
        buildings to placing furniture in the exhibits. The museum is a gateway for its visitors to experience history
        rather than only read about it.
      


      
        When the museum was founded in 1988 and opened in 1992, oral history was one of the sources used in developing
        its exhibits. As Emily Gallagher, Community Outreach coordinator, says, it provided the gems in the stories.
        The museum is expanding into a second building, and although archival sources again are used, because of its
        content and focus, oral history is the basis of the research for the new interpretive exhibits.
      


      
        At the museum, oral histories begin with an idea for an exhibit plan or template around a theme, such as Hard
        Times (recessions and the Great Depression). Working on the premise that the lived experiences of immigrants
        have similarities across time, researchers also look for connections on the themes that are common to people
        from different eras. In addition to helping document this information, oral histories bring in new threads that
        add depth to the stories.
      


      
        Uses of the oral histories, with the variety of non-traditional voices they bring to the story, reinforce the
        museum’s responsibility to public history. Curators pull these multiple voices into the narrative while not
        losing the unique stories they represent. For the Tenement Museum, oral histories help make the lived
        experience that it interprets more tangible for the visitor.
      

    


    
      Historical organizations sometimes ask whether they should advertise for narrators or allow narrators to
      self-select or be selected through use of qualitative sampling techniques. Although these methods are appropriate
      for other types of research, practitioners discourage this practice for oral histories. Careful selection of
      narrators identified through research to represent as many viewpoints and backgrounds as possible will lead to
      the collection of the wide range of new information or perspectives that is a major strength of oral history.
      This planning-based approach can also result in including people who may not be obvious initial choices or who
      may not have told their stories before, but who have knowledge that can lend new understanding and insight into
      oral history topics.
    


    
      After a narrator has been selected, the oral history team leader or narrator contacts the person in writing with
      a request to participate in the project. A written first contact gives the narrator time to think about what is
      being asked and to jot down questions about the project and the process. An interviewer follows up the written
      contact with a telephone call; this is an opportunity to describe a project more fully and answer a narrator’s
      questions.
    


    
      When a narrator has agreed to participate in an oral history project and do an interview, the next step is to
      document the person’s background and connection to the oral history topics. This is another use for a
      biographical form (see the example in Appendix D, Form
      3). Along with a donor form and an Interview Summary form (Appendix D, Form 5), this is the one of the most common types of form used by historical
      organizations. It also is one of the most useful forms for oral historians because it documents information about
      a narrator that will become part of the permanent record of the oral history.
    


    
      When filling out this form, use a narrator’s full name, spelled correctly. This is how the person will be
      identified in all materials about the oral history and how the name will be recorded in interview data going
      forward. If a narrator commonly goes by a nickname, include it with the full given name.
    


    Choosing Interviewers


    
      Choosing an interviewer is as important as identifying a narrator. The interviewer is responsible for developing
      and carrying out an interview. The tasks expected of an interviewer in this process are long and detailed; they
      include doing background research, developing a question guide, scheduling an interview, conducting an interview, explaining and getting all signatures on the legal
      release agreement, and taking care of follow-up responsibilities. It sometimes also includes transcribing.
    


    
      Oral history methodology recognizes the importance of both interviewer and narrator in co-creating an interview.
      Interviewers generally meet the following criteria:
    


    
      
        • Are willing to participate in interviewer training
      


      
        • Understand how to conduct and apply the research necessary for a successful
        interview
      


      
        • Understand recording equipment and how to operate it
      


      
        • Are careful and attentive listeners
      


      
        • Understand and are willing to help with after-interview tasks
      

    


    
      After interviewers have been identified, oral history leaders pair interviewers with narrators and document how
      and why each were matched. Factors to consider when making the decision include age, sex, race, ethnicity,
      educational background, social status, political background, and general outlook on life. Interviewers can be
      community outsiders or insiders; there are benefits and drawbacks to both. As co-creators of interviews, ideally
      the result of a pairing is a relationship of trust and collegiality.
    


    
      
        Text Box 10.4: Suggested Interviewer Training Workshop Agenda
      


      
        Oral history idea overview
      


      
        Interview topics defined in planning workshop
      


      
        Interview preparation—research on the topics to be covered
      


      
        Interview preparation—narrator-specific research
      


      
        Developing an interview guide
      


      
        Ethical considerations
      


      
        Legal standards
      


      
        The parts of an interview
      


      
        Scheduling an interview
      


      
        Interview setting
      


      
        Recording equipment use
      


      
        Interviewing tips
      


      
        Transcribing process
      


      
        After-interview tasks
      

    


    
      
        Text Box 10.5: New York (City) Public Library’s Community Oral History Project
      


      
        New York Public Library’s Community Oral History Project
      


      
        New York, New York
      


      
        Organization: Public Library
      


      
        The New York Public Library’s Community Oral History Project is an initiative taking place at NYPL branches
        that aims to document, preserve, and celebrate the rich history of the city’s unique neighborhoods by
        collecting the stories of people who have experienced it firsthand. (http://oralhistory.nypl.org/)
      


      
        The New York Public Library’s Community Oral History Project is an example of the use of oral history as an
        example of community outreach and documentation. The project is carefully planned and uses orientation and
        training sessions developed for each neighborhood to support its work. Note also its designation of a
        repository in the library system. The following description, from Alexandra Kelly, project director, describes
        its work in more detail.
      


      
        The New York City Public Library Oral History Project is a community-based project designed to preserve and
        document the history of New York City’s unique neighborhoods. It has over ninety trained interviewers and
        begins each project by training interviewers from the neighborhood to conduct the interviews. The oral
        histories are done with people who have lived, worked, or spent over twenty years in each neighborhood.
      


      
        Interviewers are given a training manual adapted for each neighborhood along with a two-hour training workshop
        before conducting interviews. The training workshop includes clips of oral histories and in-depth discussion
        about the project.
      


      
        The oral histories are preserved at the Milstein Division of U.S. History, Local History, and Genealogy of the
        New York Public Library, and are available in a circulating collection. They also are available on the oral
        history project website. A unique part of this project is its use of the Internet in its web-based
        crowd-sourced annotation tool.
      

    


    
      Interviewers benefit from oral history interviewer training. Many historical organizations accomplish this by
      sponsoring an interviewer training workshop, using the opportunity to orient interviewers to oral history and the
      specific purposes of the interviews. Workshop attendance should be mandatory, even for team members who have
      previous interviewing and oral history experience. Interviewer training workshops generally cover the subjects
      listed in Text Box 10.4. The goal is to provide
      interviewers with an understanding of each of the stages of the interview process.
    


    
      The New York Public Library’s Community Oral History Project, profiled in Text Box 10.5,
      provides an example of project planning with attention to content development and interviewer training. This
      project consists of a series of neighborhood-based projects, each of which draws on the services of volunteers.
      Each neighborhood project begins with a volunteer interviewer training workshop that provides information about
      the overall project with adaptations for each neighborhood. A workshop such as this not only orients and trains
      project volunteers, it also helps maintain adherence to oral history standards.
    


    Conducting
    Interviews


    
      The process of conducting an interview begins by contacting the narrator about the interview session. This
      usually is done in person in a pre-interview meeting or by telephone. During this meeting the interviewer reviews
      the topics of the interview, discusses the legal release agreement process, reviews the equipment to be used, and
      confirms the time and place of the interview. The interviewer often sends a written follow-up to confirm the
      details and provide the narrator with a list of suggested interview topics in writing. By the time the interview
      takes place, a narrator should be informed about the following points:
    


    
      
        • purpose of the oral history project and interview
      


      
        • when and where the interview will be done
      


      
        • topics to be covered during the interview
      


      
        • legal release agreement process
      


      
        • type of recording equipment that will be used
      


      
        • amount of time to schedule for the interview
      


      
        • name of the repository
      


      
        • transcribing process as it involves the narrator
      

    


    
      Confirming these details as early as possible helps build trust between interviewer and narrator.
    


    Setting Up an Interview


    
      After contacting the narrator, the interviewer turns to other preparatory steps, including:
    


    
      
        • Practice setting up and using the recording
        equipment, becoming familiar with how it works and how to troubleshoot should a glitch occur.
      


      
        • Assemble the interviewing kit—recorder, microphone, cables, extension cord,
        back-up batteries, legal release agreement (two copies—one to be signed at the end of the interview and a
        second to give to the narrator), notebook, pen, camera, directions to the location of the interview, and the
        question guide.
      

    


    
      In an oral history interview, the interview setting is important. The interviewer and narrator should be no more
      than six feet apart. They should be seated across from one another and close enough to comfortably hear one
      another’s voices. The audio recorder should be near the interviewer for easy access and operation and the
      microphone in a position to pick up both the interviewer’s and the narrator’s voices. If using lavaliere
      microphones, one should be available for each interview participant. A sound check before the interview begins
      helps make sure everything is working as it should.
    


    
      If a camera will be used, determine whether to include both the narrator and the interviewer visually as well as
      orally. If one camera is used, it should stay on the narrator throughout the interview except during the
      introduction, when it is on the interviewer. If two cameras are used, one is on the narrator and the other is on
      the interviewer. The decision how many cameras to use is based on cost, availability of equipment, and the
      purpose for which an interview is being done.
    


    
      When using video, consider how the setting will affect the interview:
    


    
      
        • Select an interview location that will be comfortable for the narrator.
      


      
        • Choose an interview setting that is neat and simple with a plain background and
        one or two accents such as a side table next to a narrator’s chair; an oral history interview setting does not
        have to be as fancy as a television set. When setting up the interview, check the position and focus of the
        camera to avoid possible distractions, such as the appearance of plants or other items in awkward positions.
      


      
        • Use lighting and sound that are appropriate for an interview; make sure the
        narrator is not backlit and in a shadow.
      


      
        • Provide the narrator with suggested clothing guidelines; uncluttered clothing in
        soft colors works well on camera.
      


      
        • Set the camera over the interviewer’s shoulder so a narrator will appear to be
        looking at the camera when responding to the interviewer’s questions.
      


      
        • Frame the narrator in a respectful manner;
        oral history practitioners most often use head and shoulder shots. Do not use the zoom feature on the camera;
        set the shot and don’t change it during the interview.
      

    


    
      Finally, before starting the interview, check to see that the narrator is seated comfortably and has a glass of
      water. Oral history practitioners discourage providing narrators with anything else to drink or eat, including
      coffee or tea, until an interview is over.
    


    Conducting the Interview


    
      Historians Martha Howell and Walter Prevenier describe oral history interviewing as “no simple art.” As they
      write, questions should be carefully designed according to an overall plan and an interviewer should be prepared
      “to reconstruct the historical situation … to get beyond the simple narrative.” This involves asking questions
      and follow-up questions about the kinds of information sought while remaining flexible enough to pursue
      unexpected information that arises during the interview and to avoid dead ends. As they observe, “A good
      interview is one in which the story becomes richer, more nuanced, more understandable in the telling.”1
    


    
      Viewing a narrator’s story as a simple narrative and thinking about what it takes to move to the substance and
      meaning of a recorded memory will help a practitioner understand and remain focused on the purpose of oral
      history. An interview does not involve just turning on a recorder; it is a carefully planned, co-created,
      recorded interaction between an interviewer and a narrator.
    


    
      The oral history project at the Manzanar National Historic Site, described in Text Box 10.6,
      uses interviews both to document the site and provide information that can be used to help interpret it. With the
      knowledge that development and use of the site is well documented in government records; the oral history
      interviews help fill in gaps in this information and, importantly, document the personal and human perspective to
      its history.
    


    
      The interviews focus on topics that often are very difficult for narrators to discuss. To help provide a more
      complete context for the interview information, and out of respect for the narrators and their memories, project
      topics include requests for information about their lives before and after incarceration in the camps.2
    


    
      As noted, interviews generally unfold in chronological order and are structured to get at a narrator’s unique
      information and analysis of the facts. An interview is not a casual two-way conversation, a social call, or a
      debate about the interpretation of the narrator’s view of the past. Oral history ethics require that narrators
      are entitled to respect for the stories they provide.3 A suggested model of an
      interview is as follows:
    


    
      
        Text Box 10.6: Manzanar National Historic Site, National Park Service
      


      
        Organization: Historic Site
      


      
        One Camp, Ten Thousand Lives; One Camp, Ten Thousand Stories
      


      
        In 1942, the United States government ordered more than 110,000 men, women, and children to leave their homes
        and detained them in remote, military-style camps. Manzanar War Relocation Center was one of ten camps
        confining United States citizens and resident aliens of Japanese ancestry during World War II. Located east of
        California’s Sierra Nevada Mountains in the Owens Valley on land owned by the City of Los Angeles Department of
        Water and Power, the camp, at its most populous, held more than 10,000 Japanese Americans. The site is now a
        unit of the National Park Service. (www.nps.gov/manz/index.htm)
      


      
        This example describes the development and use of oral history to document an historic site.
      


      
        The Manzanar Oral History Project began in the late 1990s. Park Ranger Kristen Luetkemeier, who leads the
        project in addition to other park duties, describes its purpose as collecting individual accounts of Manzanar’s
        past and of Japanese American removal and confinement. The accounts both complement and challenge the extensive
        government and other contemporary documentation of the site and also provide opportunities for current and
        future generations to better understand an important aspect of the United States’ past.
      


      
        Most of the interviews are with people incarcerated at Manzanar, but the collection has an intentionally broad
        focus; it also contains interviews with Japanese Americans confined at other sites, War Relocation Authority
        and Army staff, and allies and opponents of Japanese Americans. In terms of perspective, it includes the
        accounts of children and adults, men and women, farmers and businesspeople, military personnel, and
        renunciants. The collection also includes interviews with Owens Valley residents including native Paiute and
        Shoshone people.
      


      
        The project began as a way to encourage stakeholder involvement in the site, but its contributions go well
        beyond that. The first-person insights guide staff in management and interpretation. Oral histories, combined
        with archeological work, contributed to excavation of ornamental gardens created by Manzanar residents, and
        much of the orientation film shown every 30 minutes in the visitor center comes from oral history participants.
        The theme One Camp, Ten Thousand Lives; One Camp, Ten Thousand Stories illustrates this importance.
      


      
        Copies of recordings and transcriptions are kept onsite and by partners Densho and the California Audio-Visual
        Preservation Project. Original recordings are held in the archives at Death Valley National Park. Special
        project funding has come from the National Park Service Project Management Information System, the National
        Park Service Challenge Cost Share Program, and the California Civil Liberties Public Education Program, and
        volunteers have also contributed. Luetkemeier and the Manzanar staff hope that historical organizations will be
        empowered by what is happening at Manzanar and will look into ways to use oral history to increase public
        understanding of their histories.
      

    


    
      
        • Welcome the narrator, thank him or her for coming, and review the interview
        process. Answer any last-minute questions. Make sure the narrator is comfortable and has a glass of water.
      


      
        • Begin the interview with a recorded introduction that follows a standard format,
        such as:
      


      
        
          The following interview was conducted with __ (name of narrator) for the __ (name of project). It was
          recorded on __ (date) at __ (place). The interviewer is __ (name or names).
        

      

    


    
      It is not necessary to identify the topics of the interview in the introductory statement. Recording an
      introduction is a signal to the narrator that the interview is about to begin.
    


    
      
        • Brief personal background. Start with questions that identify the narrator’s
        connections to the oral history interview topics. These questions also give the narrator a reference point for
        what part of their life story the interview will cover. Often these basic questions are the same for every
        narrator interviewed for a project.
      


      
        • Questions about the topics of the project. These questions ask about the when,
        how, where, what, who, and why of a narrator’s memories. They encourage a narrator to explore details, clarify
        statements, and identify perspectives. The focus of these questions is based on the earlier narrator-specific
        research.
      


      
        • Assess the experience. These questions explore why a narrator thinks things
        happened as they did. Common questions ask what the narrator thought about the remembered events at the time
        they occurred and what the narrator thinks about them now. They give the narrator an opportunity to add further
        meaning to the spoken memories. They also signal the interview is winding down and provide for a graceful
        conclusion. Often these final questions are the same for every narrator.
      


      
        • End the interview. Thank the narrator and sign the legal release agreement.
      

    


    
      Effective oral history interviewing involves a specific set of procedures and skills. This following list offers
      some of most common guidelines and reminders that oral history practitioners to follow.
    


    
      
        • Be on time and come prepared for the interview.
      


      
        • Remember that an interview is a form of community outreach and the interviewer is
        representing the historical organization and repository involved with the interview.
      


      
        • Be sensitive to topics that have local significance or that can have an impact on
        the community served by a historical organization.
      


      
        • Be practiced and comfortable operating the recording equipment.
      


      
        • Use open-ended, neutral questions and follow-up questions that are research-based
        and don’t lead the narrator in a specific direction.
      


      
        • Be a good and quiet listener; don’t interrupt.
      


      
        • Watch and respond to body language and unspoken messages.
      


      
        • Keep track of the time and take breaks.
      


      
        • Keep notes of proper and place names for the transcriber’s use.
      


      
        • When finished, thank the narrator.
      

    


    
      The Veterans History Project’s collection of oral history interviews from across the United States provides an
      example of a project with a focused topic and a broad possible base of volunteer interviewers. This Library of
      Congress- based project, described in Text Box 10.7, accepts interviews related to its
      mission of collecting, preserving, and making accessible the personal accounts of American war veterans from
      throughout the United States. Project information, provided on its Web site, begins the orientation process.
      Additional materials, including an Oral History Association pamphlet and workshops led by trained interviewers,
      help provide volunteer interviewers with the skills they need to participate in this project.
    


    
      
        Text Box 10.7: Veterans History Project (Library of Congress)
      


      
        Veterans History Project, American Folklife Center
      


      
        Library of Congress
      


      
        Washington, D.C.
      


      
        Organization: Government Records
      


      
        The Veterans History Project of the American Folklife Center collects, preserves, and makes accessible the
        personal accounts of American war veterans so that future generations may hear directly from veterans and
        better understand the realities of war. (www.loc.gov/vets/pdf/vetsrelease-fieldkit-2007.pdf,
        www.loc.gov/vets/about.html)
      


      
        This example describes the development of a major federal government-based oral history archive.
      


      
        The Library of Congress American Folklife Center Veterans History Project (VHP) is a major government
        interviewing/oral history project. It was created by the United States Congress in the year 2000 through
        legislation sponsored by Representatives Ron Kind, Amo Houghton, and Steny Hoyer in the U.S. House of
        Representatives and Senators Max Cleland and Chuck Hagel in the U.S. Senate and was signed into law by
        President William Jefferson Clinton. As its name indicates, its focus is on the stories of war veterans.
      


      
        The bulk of the VHP collections include stories from war veterans, photographs and other types of visual
        materials, and correspondence. Beginning with World War I and going through the present, the items in its
        collection document the experiences and memories of veterans.
      


      
        The VHP website provides project access for training, collecting, and use purposes. Under project resources,
        one can find and download a field kit and guidelines on preparing and conducting an interview and on sending
        materials to the Project. A legal release agreement is part of the downloadable materials.
      


      
        The VHP legal release agreement is of interest to practitioners. It states a narrator donates ownership of the
        physical property [the recorded medium] and specified rights for use for scholarly and educational purposes,
        but reserves copyright and performance rights. Thus the form does not involve transfer of copyright to this
        Library of Congress repository. For more information, see the VHP website. The staff of the Veterans History
        Project encourages the public to contact the Center regarding the materials in this collection.
      

    


    
      An interview is sometimes described as an opportunity to ask questions that might be considered out of place in a
      more conversational setting. When asking personal questions, keep oral history ethics and the purpose of the
      interview in mind. Discuss the interview topics in a way that encourages the narrator to provide depth and nuance
      and meaning to the memories. Practitioners will want to keep in mind that oral history interviews also are
      dynamic situations. Even with the best possible preparation, unforeseen situations can come up. For example, a
      narrator may decide not to talk about some of the topics in an interview, may become upset or find it difficult
      to discuss memories if they become too intense, or may not be as knowledgeable about some topics as the research
      had indicated. It helps to think through some of these possible situations in advance. If they do occur, draw on
      the research, remember the mission and purpose of the project and the interviews, and use tact and respect for
      the narrator when handling the situation.
    


    
      An oral history interview is an opportunity to record a memory and create a primary source document. Interviewers
      often say that they can still remember a narrator talking about an interview topic years after an interview, and
      narrators often say that, when encouraged to think about the interview topics during the interview, they were
      able to remember more than they thought possible. These statements summarize well some of the rewards of oral
      history for both the interviewer and the narrator. For historical organizations, the rewards include adding
      information about topics of interest to the historical record, filling gapes in the collections, and opening up
      new possibilities for community interaction.
    


    
      Historical organizations often prepare for the possibility of identifying new artifacts and archival materials
      through oral history interviews. Many develop a form to document this material and include its use as part of an
      interviewer training workshop. The sample shown in Appendix D, Form 4 is used for possible short-term loans of materials for collections review
      purposes. It also can serve as a receipt if a narrator makes materials available for scanning or other purposes.
    


    
      


      
        In addition generating oral history interviews, the Civilian Conservation Corps Oral History Documentation
        Projects (1981–1989) in Minnesota helped add over 1,000 new photographs and thousands of pages of camp
        newsletters, correspondence, and other archival materials to the project repository, enough artifacts to
        support development of a new museum, which opened in 1996.
      

      

    


    After-Interview
    Tasks


    
      After an interview, the interviewer has several immediate tasks to complete. The first two tasks, signing the
      legal release agreement and taking a photograph of the narrator in the interview setting, are done before the
      interviewer and narrator leave the interview. Both interviewer and narrator sign and date two copies of the
      form—one for the repository and one for the narrator. The interviewer then takes a picture of the narrator in the
      interview setting, which is especially important if the interview recording is audio only.
    


    
      The next after-interview step is to make copies of the recording and label all media. Oral history practitioners
      follow the Lockss principle—Lots of Copies Keep Stuff Safe. Copies are usually made in
      several formats, including maintaining the master recording in its original, uncompressed format, and are kept in
      several locations in a repository. The repository maintains the master recording without edits or changes.
    


    
      


      
        Lockss is an easy, inexpensive, and effective preservation principle. The acronym stands for Lots of Copies Keeps Stuff Safe.
      

      

    


    
      The last step of these immediate after-interview tasks is to summarize the contents of the interview. A form like
      the Interview Summary form (Appendix D, Form 5),
      is an example of the type of information typically included here. It provides the information a repository will
      need to begin the preservation and access process.
    


    
      The steps described in this chapter help ensure that an interview meets oral history standards and the oral
      history benchmarks described in Chapter 2. From here,
      the oral history life cycle moves from creation to curation, as described in the next chapter.
    

  


  
    Chapter 11
    

    

    PRESERVATION AND ACCESS/USE


    
       
    


    [image: Image]


    
       
    


    
       
    


    
       
    


    
      The final stages in the oral history life cycle are preserving the oral history and making it accessible to
      users. Historical organizations serving as repositories often play a paramount role in these final parts of the
      process. Each of the steps discussed in this chapter helps protect the unique spoken memories of a narrator.
    


    
      Oral Historians need to recognize that doing the interviews is not the end but the beginning of the process.
      Donald A. Ritchie.
    


    Oral History Process
    Steps—Preservation and Access/Use


    
      Preserving and providing access to oral histories involves a number of steps that, taken together, help
      practitioners meet the oral history benchmarks discussed in Chapter 2. These steps start with caring for the completed interview.
    


    Transcribing


    
      Developing written transcripts of oral history interviews is a relatively common step for historical
      organizations. Many find that users of oral history interview information begin their research by looking at
      transcripts, which are easily accessible and word searchable in electronic format. 1
    


    
      When developing transcripts, choose transcribers with good word processing skills and the ability to work
      independently to meet deadlines. Interviewers sometimes also serve as transcribers. If this is not the case, the
      transcriber and interviewer typically work closely together to develop an accurate final transcript.
    


    
      
        Text Box 11.1: Transcripts
      


      
        Transcripts, the word-for-word renditions of spoken interviews, are historical documents. A transcript is a
        tool to access interview information, ideally used while listening to an interview.
      


      
        Interviewees may wish to edit their transcripts, in part because the Internet has made transcripts much more
        widely available to the general public. These edits may be as major as deleting or rewriting whole segments of
        the interview to enhance self-image or protect information. Other times, they may be as minor as deleting words
        like “and” or “but” to enhance fluidity. These changes may seem logical when viewing the transcript as a tool
        of communication. However, changes made to transcripts detract from their authenticity as a historical
        document. If intended to be used ethically for research, they should adhere as strictly to the original spoken
        words as possible.
      


      
        Oral historians often develop guidelines to set parameters for working with transcripts. Transcribing
        guidelines include the following:
      


      
        • Page formats including copyright language
      


      
        • Reference to use of standard transcribing guidelines
      


      
        • Specific guidelines for handling false starts, uses and descriptions of non-verbal
        communications, variations in speech patterns, paragraphing and punctuation, and requests for edits. A
        straightforward set of points, clearly stated, is an effective guide and tool for everyone involved.
      


      
        Erica S. Schultz, Oral Historian
      

    


    
      After developing a transcript, carefully check it by reading it while listening to the interview. This is
      referred to as audit editing; it is the quality check that practitioners use to develop as
      accurate a document as possible.
    


    
      Transcribing is a preservation and access step. It provides another copy of an interview in a stable, paper
      format that is not machine-dependent. It also is time-consuming; one hour of recorded interview can take up to
      eight hours of word processing. One interview hour typically yields sixteen to eighteen pages of transcript.
    


    
      In addition to their well-recognized uses, transcripts can have unique uses within oral history projects. The
      Commission of Deaf, DeafBlind and Hard of Hearing Minnesotans Oral-Visual History Project, described in Text Box 11.4, is such an example. Interview transcripts provided the content needed to caption the
      interviews, many of which were conducted in American Sign Language, thus expanding access to the information in
      them.
    


    
      
        Text Box 11.2: Transcribing Duties
      


      
        Interviewer responsibilities
      


      
        • Provide transcriber with a list of accurately spelled proper and place names
        mentioned in an interview.
      


      
        • Provide descriptions of pertinent non-verbal communication during an interview.
      


      
        • Be available to help transcriber decipher hard-to-understand words or phrases.
      


      
        Transcriber duties
      


      
        • Review and learn the transcript format.
      


      
        • Type the interview word for word.
      


      
        • Use transcribing style guidelines, including rules for punctuation and
        paragraphing.
      


      
        • Check the accuracy of the transcript against the spoken recording.
      


      
        Provide electronic and printed copies of the transcript to the repository.
      

    


    
      This oral-visual history project also highlights another common question relating to preservation and access of
      interview information—the need for a repository that can take interviews into its permanent collections and
      commit to providing for their long-term care. In the case of this project, the size of the video files—necessary
      to document an oral language—became an issue for the repository. Although everyone agreed on the worth of the
      project, accessioning decisions involved in providing for its long-term and stable care and access were
      complicated, as is described here.
    


    
      
        Text Box 11.3: Basic Transcribing Steps
      


      
        • Type a recorded interview word for word.
      


      
        • Audit-edit the document for accuracy.
      


      
        • Check the document for spellings of proper and place names.
      


      
        • Footnote statements if explanations are needed.
      


      
        • Spell-check document.
      


      
        Make one copy of the finished transcript on acid-free paper for preservation purposes and another for general
        access.
      

    


    
      
        Text Box 11.4: The Commission of Deaf, DeafBlind and Hard of Hearing Minnesotans
        Oral-Visual History Project
      


      
        The Commission of Deaf, DeafBlind and Hard of Hearing Minnesotans’ Oral-Visual History Project
        

        St. Paul, Minnesota
      


      
        Organization: Governor-appointed Commission
      


      
        In 2010–2011, the Commission of Deaf, DeafBlind and Hard of Hearing Minnesotans (MNCDHH), a Governor-appointed
        commission, developed an oral-visual history project. (www.mncdhh.org/heritage/)
      


      
        The term “oral-visual” reflects the fact that the interviewees used a variety of types of communication,
        including visual and tactile sign languages. Interviews were done with seven deaf, deafblind, and hard of
        hearing community leaders, and focused on advocacy and the contributions of the community to the history of
        Minnesota. These interviews were produced to oral history standards and to Section 508 (of the amended
        Rehabilitation Act of 1973) accessibility standards. Teika Pakalns was the interviewer for the visual and
        tactile sign language interviews.
      


      
        The seven interviews and others from the Oral-Visual History Project are permanently archived in the government
        records section of the Minnesota Historical Society (MNHS), the state’s government records repository. All
        interviews were recorded or re-mastered in High Definition video and then, for preservation and access
        purposes, translated into vernacular or spoken English by certified sign language interpreters, dubbed with
        voiceovers, transcribed, and—using the transcripts—captioned. Both the open captions and the transcripts are
        based on the spoken English information. Through these endeavors, a community that had been all but invisible
        in the historical records in Minnesota now had a presence.
      


      
        While this process resulted in high-quality oral histories, it also produced large recordings with complex
        ongoing care needs. MNHS has its own ongoing oral history program which it administers and supports; the grant
        funds that supported this project were not available for its ongoing care needs. Discussions, beginning early
        in project planning, resulted in MNHS’ decision to hold the oral-visual histories in its oral history digital
        storage where they will receive the maintenance needed for ongoing access. As a stark reminder of the
        vulnerability of oral histories, the captioning access was nearly lost in this process. The MNHS collections
        also hold the transcripts for additional access and content documentation.
      


      
        Everyone involved in preserving and providing access to these oral histories is committed to diversity. This is
        a project that both the Commission and the community take great pride in, but the administrative and cost
        challenges posed by broad and imaginative preservation and access were challenging. The story of this project
        is a reminder of the challenges practitioners face when working with oral histories. The ongoing costs of
        maintaining digital files into the future cannot be ignored, nor can planning for these costs be taken lightly.
        Providing full access to oral histories is an ongoing part of the process.
      

    


    Complete and Finalize Documentation


    
      The various forms generated by the oral history process described in earlier chapters not only document their
      content but provide the basic information needed for accurate and ongoing preservation and access. This is why
      each form contains specific items. Information inserted for each item lays the foundation for long-term
      identification of the oral histories and for appropriate and nuanced use of the information they contain. The
      Interviewee Biographical Profile, for instance, focuses on the narrator, while the Interview Summary form covers
      interview content. See Chapter 9 for additional
      discussion of each.
    


    
      As with any process or project, sometimes the easiest way to keep track of these details is to organize them in
      one place. A form like the Interview Tracking Form shown in Appendix D, Form 6 can help with this and serve as a guide to completing the remaining oral history
      life cycle steps.
    


    Deposit in the Repository


    
      After all the transcripts have been completed and all the forms filled out, it is time to assemble the oral
      history materials and deliver them to the repository. Oral history materials include interview recordings,
      transcripts, completed forms including the original copy of the signed legal release agreement, interview
      correspondence, the interview guide, and research notes and related materials. These items comprise the oral
      histories referred to as both the process and the final product in this book.
    


    
      
        Text Box 11.5: Minnesota Historical Society Press
      


      
        Minnesota Historical Society Press
        

        St. Paul, Minnesota
      


      
        Organization: Historical Society
      


      
        The Minnesota Historical Society Press publishes books on the history and popular culture of the Upper Midwest
        (www.mnhspress.org).
      


      
        Founded in 1851, the Minnesota Historical Society Press is the oldest publisher in the state and the largest
        historical society press in the country.
      


      
        How does this press view the use of oral history? Ann Regan, editor in chief, says that it is valuable source
        material that can bring unusual insights and a powerful, personal touch to a publication, but its use depends
        on careful interpretive framing. Full permissions are essential. Authors must document consent for use within
        copyright and donor form guidelines.
      


      
        Interpretation also is critical. It helps a reader understand the meaning and message of the information and
        its layers of verbal and non-verbal communication. For the most part, as Ann Regan points out, readers will not
        know who a narrator is, but they will be interested in reading how an individuals memories add to an
        understanding of history. And when interviewers document information about context and content, this
        information can add insight into the interpretation.
      


      
        Regan notes that because spoken communication differs so radically from written communication, most readers
        find it difficult to read transcripts. Authors can produce a richer and more successful historical
        understanding by using a collection of oral histories to present a larger story—providing a chronological
        framework, presenting common themes, contrasting different experiences, and guiding readers through the
        unmediated witness of a set of interviews.
      


      
        Regan also points out that photographs can be important in the publishing process. Used as illustrations, they
        can shed further light into the meaning of memories. Here again, oral history practitioners can take
        note—finding and identifying photographs often is part of the interviewing process and can add to future uses
        of the interviews.
      


      
        Kim Heikkila, author
        

        Minnesota Historical Society Press
        

        St. Paul, Minnesota
      


      
        Organization: Historical Society
      


      
        Kim Heikkila’s Ph.D. dissertation, G.I. Gender: Vietnam War-Era Women Veterans and U.S.
        Citizenship, is based on interviews with women Vietnam veterans. It became the basis for her book
        Sisterhood of War: Minnesota Nurses in Vietnam, published in 2011 by the Minnesota
        Historical Society Press.
      


      
        Heikkila’s comments as a published author, historian, and oral historian provide insight for practitioners of
        oral history for public audiences.
      


      
        When Kim Heikkila began thinking about writing her book, among the first questions she faced was how to balance
        the voices in the interviews with the analysis, interpretations, and discussions of context that would help
        define their meaning. The organization of a book, or any product using oral history, is shaped not just by
        interview quotes themselves, but by major themes and messages in the interviews. While this use is not as
        obvious as use of quotes, it reflects a full and nuanced understanding of the meaning of interview information.
      


      
        Oral histories should not be treated differently from other primary sources, but sensitivity to the impact
        their use can have on the lives of the narrators is important. The goal is analytical, careful, and accurate
        use of the information to help the reader understand its full meaning.
      


      
        The subject of a book may be national, but the memories in the oral histories are local. Heikkila notes that
        people reading her book want to personally connect and identify with the history it covers. Her readers tell
        her they feel they learned from her book because she included both the personal or human stories and the facts.
        Used together, they inform the reader about the past.
      

    


    
      This is where the role of historical organizations as repositories becomes critical. Many historical
      organizations serve as repositories for their own projects as well as for projects or sets of interviews
      developed by other organizations or individuals. Historical organizations serving as curators as well as creators
      of oral history can use the the following questions to help begin the preservation and access process.
    


    
      The Minnesota Historical Society, in addition to running an oral history program, preserves and provides access
      to many oral histories. The example in Text Box 11.5 provides insight into the use of these
      oral histories from the viewpoint of its publications arm, the Minnesota Historical Society Press. In
      the example, an editor and an author describe use of oral histories. The
      emphasis on clear access and documentation of interview information as well as on ethics and the impact of use of
      the information on a community provide insight into the importance of these points from a user’s perspective.
    


    Thank the Narrator


    
      The oral history interviewing process typically begins and ends with a letter to the narrator. But whether in the
      form of a letter, personal visit, invitation to lunch, or a telephone call, an acknowledgement of thanks always
      is appreciated. A copy of the interview recording or transcript accompanying this acknowledgement is a welcome
      gift to a narrator and to his or her family.
    


    Celebrate the New Oral Histories


    
      Completing an oral history or oral history project is a cause for celebration. Many organizations organize a
      celebratory event for the narrators attended by oral history team members, historical organization personnel,
      community leaders, advisors and supporters, and the families of the narrators. Typically these offer food,
      presentations of transcripts to narrators, and congratulations to everyone on a job well done.
    


    Care of Oral
    Histories


    
      Upon the delivery of the interview to the repository and ensuing celebration, the oral history process moves from
      creation to curation. The importance of preservation and access is not lost on those who created the oral
      histories, but the specialized work needed to do this often is not their responsibility. For historical
      organizations, who often see the process through from creation to curation or who accept oral histories created
      by persons or projects outside their organizations, preservation and access are very much a part of the oral
      history process.
    


    
      The following pages present a brief introduction to the curatorial process for oral histories. The intended main
      message of this explanation is to emphasize the importance of providing standardized care for oral histories; it
      does not take the place of specialized training needed to do the job. But tending to this care through cataloging
      and development of finding aids, especially given the growing digital opportunities for access, can break down
      barriers and broaden access across organization boundaries.2 These preservation and
      access steps also remind us that whatever our short-term goals are in
      creating oral histories, such as exhibitions or publications, the overarching long-term goal is to create
      first-person documents that will sit alongside scholarly books, legal documents, government reports, and all the
      other documents saved in repositories. By preserving and providing access to oral histories, we are contributing
      to the documentation of the cultural heritage of our communities and nation.
    


    Archiving Interview Materials


    
      Archiving involves curating interviews for long-term preservation to ensure future use and access. In a
      well-planned oral history project, a historical organization will follow the following series of steps to
      eliminate unnecessary barriers both among organizations and between organizations and users.3
    


    
      • Create interviews in open, sustainable formats and complete and final-ize
      documentation during and immediately following the interviews.
    


    
      • Carefully transfer interviews by keeping files intact from camera/recorder to
      computer and from computer to additional storage devices such as an external hard drive.
    


    
      • Acquire files from devices intact, in original formats, and with all accompanying
      metadata; acquire original (master recording) and all edited files.
    


    
      • Organize all interviews in named file folder directories and with documentation.
    


    
      • Store interviews in multiple places, both on-site and off-site.
    


    
      • Catalog interviews with descriptive metadata and inventories so they may be accessed
      and understood.
    


    
      • Create a plan for the refreshment and migration of technology to preserve interviews
      for the long term.
    


    
      • Share interviews in a variety of ways and media, including online through websites
      and Internet access.
    


    
       
    


    
      Checks that historical organizations, serving as curators as well as creators, can provide help with preservation
      and access include finding answers to the following questions:
    


    
      1. Has the interviewer prepared and completed the designated forms?
    


    
      2. Has all supplementary material, such as photographs and documents provided by the
      narrator, been included?
    


    
      3. Are recording files properly stored, copied, and labeled?
    


    
      4. Is the transcript complete, and has the narrator reviewed and approved the
      transcript?
    


    
       
    


    
      Each of these checks is important both for the oral history process and the historical organizations that make up
      the majority of oral history repositories. These questions remind us of the importance of carefully and
      accurately documenting an interview in order to provide information that will facilitate the cataloging process.
    


    
      When working with metadata, use the COAT principle. List information on all forms consistently, objectively, accurately, and in a timely fashion. Stefania Rosenstein van Dyke
    


    
      The importance of preserving supplementary materials produced as part of the oral history process, such as
      research notes, correspondence, project timeline, the interview guide, detailed notes about the interview, and
      the like, was covered in Chapters 9 and 10. These are not only part of the interviewing process, but
      are also part of the oral histories themselves. They are delivered to the repository along with the recording,
      transcript, and signed legal release agreement. They and information collected by the administrative forms
      provide documentation of the organization and creation of the interview for repository personnel and, in some
      cases, for users of the interview information.
    


    
      In earlier discussions about technology, I’ve mentioned the relative ease of use of digital equipment and of
      making copies of recordings. But it is also easy to lose digital recordings; the admonition to make lots of
      copies is an important one and should be followed, as should the reminder to accurately label all recordings.
    


    
      Accessibility is one of the elements that separate oral history from other forms of recording stories. Mary Kay
      Quinlan.
    


    Producing Finding Aids


    
      A standard structured format for descriptive data can help historical organizations of all types provide access
      to oral histories. It is here that consistency of the names and all information describing the oral histories is
      used. Accuracy of information about the oral histories contributes to
      development of accurate finding aids.
    


    
      The suggestions in this chapter are fairly straightforward. Following them consistently and carefully can help
      set a solid foundation for working within and across historical organization boundaries in the ongoing care of
      oral histories.
    


    Life Cycle
    Completion


    
      When the oral history life cycle is complete, the team leader should close the project by taking the following
      steps:
    


    
      • Finalize permanent records, reviewing all materials for consistency and accuracy in
      the project name, the narrator’s name, the interviewer’s name, and interview information.
    


    
      • Turn all materials in to the designated project repository. Follow up on archiving.
      Check on the project finding aid and cataloguing process to review any outstanding questions.
    


    
      • Identify access options, including use of a website. Work with the repository to
      determine how to disseminate information about the oral histories.
    


    
      Finally, pull the project team together for a debriefing session, discussing questions such as the following:
    


    
      1. What did you learn about the community from your oral history project?
    


    
      2. What new networks and contacts did you develop as a result of the project?
    


    
      3. What kinds of support did you get from the community?
    


    
      4. What would you do differently if you were to do the project again?
    


    
      5. What future opportunities are related to this project?
    


    
      6. What did you learn about the project topic?
    


    
      7. What did you learn about oral history when doing this project?
    


    
      8. How did your research change your views about the topic?
    


    
      9. What are you most proud of learning about the topic?
    


    
       
    


    
      The answers to these questions can help team members assess how successfully the oral histories documented the
      original idea, filled gaps in the historical record, or provided new
      insights into existing information. For historical organizations, understanding how oral histories fit into their
      framework of public history and local history work can help determine its contribution to their stated missions
      and goals. Reviewing community input and support can help guide future outreach efforts. These wide-ranging
      discussions can help identify the broad impact of the practice of oral history in historical organizations.
    


    Providing Access to
    Oral Histories through the Internet


    
      Throughout this book, references to the Internet have addressed its use as an access and outreach tool. When oral
      histories are complete and transferred to a repository, the Internet can be an excellent way of letting others
      know about them. But posting on the Internet requires its own set of decisions and guidelines. Historical
      organizations will want to determine how much and what to post based on the purpose of the interviews, interview
      content, access options, permission status, and relationships and communications with narrators. Some
      repositories opt to list only the information about the interviews or interview names included in their finding
      aids, while others post transcripts or both transcripts and recordings. These decisions often are based on
      privacy issues, stipulations in legal release agreements, and the impact of the information on the community.
      Making these decisions before website design begins makes the work of historical organizations easier.4
    


    
      The design of a website often is creative and inviting, but content is important too. Oral history standards
      suggest that historical organizations incorporate the following information when posting interviews on the
      Internet:
    


    
      • Context statement about the oral history or a set of oral histories
    


    
      • Mission statement guiding creation
    


    
      • Ownership and copyright status
    


    
      • Use options, including a fair use statement
    


    
      • Statement explaining the need to provide proper citation
    


    
      • Suggested citation format
    


    
      • Name of narrator or list of narrators
    


    
      • Cumulative index if available
    


    
      • Historical organization contact for more information or questions
    


    
      This information guides access options. The example in Text Box 11.6 from the Brooklyn (NY)
      Historical Society illustrates how this particular historical organization is using the Internet to communicate
      information about the oral histories in its collections. Note the amount of detail about the projects and
      interviews in the descriptions.5
    


    
      
        Text Box 11.6: Oral History Collection, Brooklyn (NY) Historical Society
        http://brooklynhistory.org/library/wp/library-collections/oralhistory/
      


      
        Oral History
      


      
        Brooklyn Historical Society’s oral history collections began in 1973 with the Puerto Rican Oral History
        Collection, 1973–1975 and include interviews with narrators born as early as 1890. Whenever possible, BHS gives
        researchers access to the audio/video of the interview, not just the transcript, because voice contains so much
        information that cannot be translated into text. The collection contains interviews conducted in English,
        Spanish, Cantonese, and Mandarin. The oral history collections include recordings of over 1,200 narrators and
        are constantly growing.
      


      
        Searching:
      


      
        Search our oral history collections here on Emma. You can browse by the category “Oral History” or you can
        enter a Keyword search.
      


      
        Search collection-level and item-level finding aids from the Oral History Collection on the NYU finding aid
        portal.
      


      
        If you are able to come in to the Othmer Library, you can search and browse through many collections at the
        Listening Station, a computer running Past- Perfect (collections management software). There you will find
        directions on how to search for individual interviews in oral history collections.
      


      
        Please read Brooklyn Historical Society’s oral history researcher agreement.
      


      
        Listening and Access:
      


      
        Visit the Othmer Library (www.brooklynhistory.org/library/visit.html) and ask to use the Listening Station.
        Both interview transcripts and audio are available via the Listening Station.
      


      
        Check out the Oral History Highlights on the BHS blog
        (www.brooklynhistory.org/blog/tag/oral-history-highlights/) for curated clips from the collection and other
        news.
      


      
        Listen to audio clips from exhibitions, educational programs, and events through the BHS PODCAST
        (https://itunes.apple.com/podcast/brooklynhistorical-society/id283168068?mt=2), which is available for free
        via iTunes. An ongoing collection, Crossing Borders, Bridging Generations (CBBG),
        (http://cbbg.brooklynhistory.org/) Oral History Collection can be searched and streamed straight from the CBBG
        website (http://cbbg.brooklynhistory.org/listen).
      


      
        Collections (see Web site for chronological listing by creation date): Oral History
        Citation:
      


      
        Oral History Citation:
      


      
        Narrator’s Name (First Last), Oral history interview, Year of Interview (YYYY), Collection Name,
        Identifier/Catalog Number; Brooklyn Historical Society.
      


      
        Example: Flora Acosta, Oral history interview, 1974, Puerto Rican Oral History Collection, 1976.001; Brooklyn
        Historical Society.
      


      
        Oral History Resources:
      


      
        Tips for Conducting an Oral History Interview (www.brooklynhistory.org/library/faq.html#18)
      


      
        Oral History in the Digital Age (http://ohda.matrix.msu.edu/) (great equipment recommendations!)
      


      
        Oral History Association Principles and Best Practices
        (www.oralhistory.org/about/principles-and-practices/)
      


      
        Columbia Center for Oral History (www.oralhistory.org/)
      


      
        Oral History Summer School (www.oralhistorysummerschool.com/)
      


      
        If you have further questions about Brooklyn Historical Society’s oral history collections, would like to
        suggest we interview someone, or if you have an oral history collection to donate, please contact us:
        oralhistory@brooklynhistory.org – please change this to library@brooklynhistory.org
      


      
        Source: “Oral History,” Brooklyn Historical Society,
        http://brooklynhistory.org/library/wp/library-collections/oralhistory/
      


      
        Example—Collection Description
      


      
        Crossing Borders, Bridging Generations oral history collection, 2011–2014. Call# 2011.019
      


      
        Extent: 709.0 gigabytes of oral history interviews with 107 narrators. Collection includes transcripts, audio
        recordings, and photographs formatted as .wav, .mp3, .pdf, .jpg, and .png files, in addition to 3 linear feet
        of paper transcripts.
      


      
        Crossing Borders, Bridging Generations (CBBG) (http://cbbg.brooklynhistory.org/) was an oral history project
        and public programming series sponsored by Brooklyn Historical Society from 2011 to 2014. CBBG was designed to
        examine the history and experiences of mixed-heritage people and families in Brooklyn. The project also
        explored the broader themes of cultural hybridity, race, ethnicity, and identity formation in the United
        States. CBBG was created by Sady Sullivan, Director of Oral History at Brooklyn Historical Society from
        2006–2014, and the project was funded with assistance from public and private grants. CBBG expanded upon
        Brooklyn Historical Society’s oral history collection, which was founded in 1973 and contains interviews with
        over 1,200 narrators.
      


      
        This collection contains materials from the CBBG oral history project. Included are transcripts and audio
        recordings of interviews conducted by 25 oral historians with 107 narrators. Also included are photographs of
        the narrators and their families. The oral histories were conducted as life history interviews; topics of
        discussion include self and identity; religion and tradition; laws and mores; food and celebration; love and
        marriage; parents and children; race and ethnicity; and cultural preservation.
      


      
        Oral histories can be accessed onsite at the Brooklyn Historical Society’s Othmer Library and online at the
        Crossing Borders, Bridging Generations website: cbbg.brooklynhistory.org.
      


      
        Permission to use the oral histories other than for private study, scholarship, or research requires the
        permission of both Brooklyn Historical Society and the narrator. Restricted oral histories are clearly marked
        in the finding aid. For assistance, please consult library staff at library@brooklynhistory.org.
      


      
        Document Type
      


      
        • Digital Photographs
      


      
        • Interviews (sound recordings)
      


      
        • Oral histories (document genres)
      


      
        • Transcripts
      


      
        Subject Topics
      


      
        • Bullying in schools
      


      
        • Cultural diversity
      


      
        • Education
      


      
        • Gentrification
      


      
        • Interfaith families
      


      
        • Mixed heritage
      


      
        • Passing (Identity)
      


      
        • Privilege
      


      
        • Queer identity
      


      
        • Race identity
      


      
        • Racially mixed families
      


      
        • Racially mixed people
      


      
        • Racism
      


      
        • Religious identity
      


      
        Subject Places
      


      
        Brooklyn (New York, N.Y.)
      


      
        United States |x Emigration and immigration
      


      
        April 14th, 2014|Tags: C|Category: Activism & Controversies, African Americans, Family and Domestic Life,
        Immigration & Ethnicity, Oral History, Religion & Places of Worship|Comments are closed|Permalink
      


      
        Finding Aid
      


      
        Guide to the Crossing Borders, Bridging Generations oral history collection 2011.019
      


      
        128 Pierrepont Street
      


      
        Brooklyn, NY, 11201
      


      
        718–222–4111
      


      
        library@brooklynhistory.org
      


      
        Brooklyn Historical Society
      


      
        Collection processed by Julia Lipkins with assistance from Elena Locascio This finding aid was produced using
        the Archivists’ Toolkit on February 17, 2015, using Describing Archives: A Content Standard
      


      
        Descriptive Summary
      


      
        
          
            
            
          

          
            
              	Creator:

              	Brooklyn Historical Society (Brooklyn, New York, N.Y.).
            


            
              	Title:

              	Crossing Borders, Bridging Generations oral history collection
            


            
              	Dates [inclusive]:

              	2011–2014
            


            
              	Quantity:

              	709.0 gigabytes of oral history interviews with 107 narrators. Collection includes
              transcripts, audio recordings, and photographs formatted as .wav, .mp3, .pdf, .jpg, and .png files, in
              addition to 3 linear feet of paper transcripts.
            


            
              	Call Phrase:

              	2011.019
            


            
              	Sponsor:

              	CBBG was funded with assistance from the National Endowment for the Humanities;
              Institute of Museum and Library Services; New York Council for the Humanities; New York City Department
              of Youth and Community Development; The Nissan Foundation; New York City Department of Cultural Affairs;
              Two Trees Management; Brooklyn Brewery; Sweet’N Low; The Gladys Krieble Delmas Foundation; and The New
              York Community Trust.
            

          
        

      


      
        A Table of Contents on the Finding Aid page guides users to the interviews.
      

    


    Providing Access to Oral Traditions


    
      The creation and curation of recorded oral traditions are an important and very specialized part of the work of
      oral history practitioners and of the historical organizations that care for the recordings and the information
      they contain. Yet a review of the work of practitioners who create and care for these materials, such as the
      First Archivists’ Circle and the many tribal oral history programs, also illustrates the commonalities in the
      methodologies embraced by all practitioners, such as understanding the meaning of content and using the
      opportunities of the digital age to provide access. And, as can be seen in the example in Text
      Box 11.7, repositories of oral history collections are responding to these changes in thoughtful and careful
      ways as they work with recordings containing traditional information.
    


    Planning
    Recap


    
      The list of planning steps in the chapters in this section of the book describes the structure—the support
      system—for the practice of oral history. Following the oral history life cycle described in Chapter 3, these steps begin with an idea and end with access
      to and use of interview information in a process that meets oral history standards and benchmarks. Historical
      organizations often are at the forefront of this process. For historical organizations, these steps outlined here
      can be a guide to developing oral histories that bring new voices and new information to the historical record.
      For historians in and out of those organizations who want to do research and reach audiences outside the academy,
      these steps can be a blueprint for identifying, exploring, documenting, recording, accessing, and using new
      sources. And for historical organizations considering adding oral histories to their collections, they can help
      administrators identify basic benchmarks that determine how and why the created documents can help an
      organization meet its mission and goals.
    


    
      
        Text Box 11.7: Department of American Indian
        Studies/South Dakota Oral History Center
      


      
        Department of American Indian Studies/
        

        South Dakota Oral History Center
      


      
        The Doris Duke Collection
      


      
        University of South Dakota
      


      
        Vermilion, South Dakota
      


      
        Organization: Repository holding recorded oral traditions
      


      
        In 1966, philanthropist and heiress Doris Duke funded a project to collect oral histories from American Indian
        individuals. The project was funded through 1972; some continued beyond that date. Between 5,000 and 7,500 oral
        histories were collected through this project. (www.usd.edu/library/sdohc,)
      


      
        This example focuses on stewardship of oral traditions recorded as part of the mid-twentieth-century Doris Duke
        project.
      


      
        The concept behind the Duke project was to gather information from those who had experienced life on
        reservations, those who had attended Indian schools, and those who had been involved with Indian affairs in the
        United States. Copies of the information gathered through this project were made available to the participating
        universities and to the tribes of those being interviewed. The oral histories were collected by graduate
        students, professors, and researchers, both Indian and non-Indian.
      


      
        Participating universities were the University of Arizona, University of Florida, University of Illinois at
        Urbana-Champaign, University of New Mexico, University of Oklahoma, University of South Dakota, and University
        of Utah. Each university has between 200 and 2,400 interviews recorded as part of this project. Preservation
        and access are ongoing. Most of the interviews were transcribed and some universities have made copies of the
        transcripts available online. Others have posted a list of the interviews available at their institutions. The
        University of South Dakota has about 2,400 recordings in its collections, which are now part of the South
        Dakota Oral History Center (www.usd.edu/library/sdohc). Care for these interviews provides an example of how
        protocols are handled. When the interviews were recorded, narrators signed legal release agreements containing
        language consistent with the time (late 1960s and early 1970s). But with advances in access options and
        increased sensitivity to the information in the interviews, administrators, following First Archivists Circle
        recommendations, are now personally re-contacting family members, many of them several generations removed from
        the narrator, to re-confirm permission to use interview information. As Jessica Neal, former Cataloger/Curator
        of the oral history collections, said, researcher access is dependent on these updated decisions.
      

    

  


  
    Part Four
    

    

    REFLECTIONS AND RESOURCES
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        I was this young gay man. I thought, “I’m a nurse. I need to do something with this.” So I started, just
        myself, trying to learn what I could about AIDS, then HIV. Attending—I remember doing CE [continuing education]
        courses. You would get this course, a correspondence course, and it was three pages long because that is all
        that was known then about HIV at the time. You could read three pages. On three pages, there would be exactly
        what science was known about it. But I knew it was horribly affecting the gay community at the time.
      

    


    
       
    


    
      In this excerpt from his 2014 interview for the HIV/AIDS Care Providers Oral History Project, a community-based
      project done in partnership with the Hennepin History Museum (Hennepin County Historical Society) and the Ramsey
      County Historical Society, Brian Goodroad described his early encounter with the disease. His information, echoed
      by many narrators in this project, helps teach us about the difficulty of dealing with an unknown, fatal disease,
      and of the personal responsibility—the call to action—that many felt when they encountered it.1
    


    
      Oral histories, as is illustrated by this short interview excerpt, contain a wealth of information for current
      and future users. As described in the introduction to Part Two, the practice of oral history provides historical
      organizations with the opportunity to bridge or fill in gaps in missing subject areas of their collections using
      resources and skills common to their broader purposes and missions. And
      the practice is enriched by its association with public history— including the new social history—and local
      history in the work of historical organizations.
    


    
      The information presented, and summarized, in this book is intended as a resource for historical organizations
      creating and curating these materials. In addition to the sources cited on the previous pages, however, many
      historical organizations, and the professional organizations serving them, have developed guides and handbooks
      that further support this work. The examples included here in Chapter Twelve represent a sampling of these
      materials. For further information, or to find materials developed by historical organizations in your area,
      contact your state historical society, the Oral History Association, or the regional associations also listed in
      Chapter Twelve.
    


    
      Oral historians often say they clearly remember the interviews they have done. This is true for me with many of
      the interviews I’ve recorded over the years, including Ingeborg Holte’s (see Chapter Two). Although we did that interview almost forty
      years ago, the insights I learned about the history of her area and community, as she remembered them, continue
      to teach me—and the many others who have accessed and used that interview over the years—about that place and
      time. The same can be said for the thousands of oral histories in the collections of the many historical
      organizations, large and small, throughout our country. They are our legacy and they help to remind us of the
      human and personal connection we all have to our history.
    


    





Chapter
    12
    

    

    REFLECTIONS AND RESOURCES
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    Reflections


    
      This book began with a discussion of historical organizations and oral history. Its focus on oral history in
      historical organizations takes the practice of oral history through its full life cycle, examining the roles and
      work of historical organizations not only as commonly and widely used repositories—which they are—but as both
      creators and curators of these primary source documents.
    


    
      Historical organizations are valued teachers of history. Through use of oral history, with its parallels to
      common public and local history practices in historical organizations, these organizations can preserve and make
      available information that, as oral historians know, might otherwise be lost. Through the building of bridges
      between the practice of oral history and the work of historical organizations, first-person information about new
      communities and new voices can be included in the historical record and made available to historical
      organizations for teaching purposes in exhibits, publications, documentaries, and many other uses.
    


    
      But before their uses, oral histories, as with any historical documents, require sensitivity in their creation
      and care. A clear statement of who said what to whom and why helps future users define their layers of meanings.
      Documentation of how and why the interviews were recorded and what their copyright standing is helps guide their
      use. All of this comes from the continuum of actions that takes an idea and results in a fully curated primary
      source document.
    


    
      This process is common to many types of repositories, but its application to historical organizations deserves
      attention. The large and growing numbers of historical organizations, with missions based in the practice of
      public and local history, are well suited to support the practice of oral
      history. And the practice of oral history, with its emphasis on bottom-up history and the resulting outreach into
      new communities and new potential public audiences, can benefit historical organizations by helping fill gaps in
      collections as well.
    


    
      The definition of oral history used in this book is a basic definition. But as important
      as definitions are, the list of benchmarks in Chapter
      2 also is important. Items on that list are drawn from many common definitions. They define points of
      reference for historical organizations to use in the practice of oral history. In addition to the definition and
      the benchmarks, certain standards guide the practice of oral history. These are spelled out in the Principles and Best Practices of the Oral History Association and in the
      Best Practices for Community Oral History Projects. Together these standards and best
      practices define a level of quality for the practice of oral history for all oral historians, including those in
      historical organizations. Historical organizations—museums, archives, libraries, and historic sites—also are
      guided by professional standards. Many historical organization professional standards parallel oral history
      standards and most include reference to Oral History Association standards—emphasizing further the links noted
      throughout this book.
    


    
      Historical organizations can use oral histories in many ways—from building diversity in their collections to
      exhibit design to publications and to documentaries. Each of these uses helps historical organizations meet
      public education missions. And oral history, created and curated to the standards defined in these chapters, can
      preserve this interview information—the firsthand memories of many people—for many years to come.
    


    Resources


    
      Best practices define expectations for oral history practitioners. The Oral History Association, the national
      association for oral history practitioners, dates from 1966, when it held its first national meeting. It was
      incorporated several years later. The first edition of its newsletter—the OHA
      Newsletter—came out in 1967, and the first issue of its publication, the Oral History
      Review, came out in 1973. These sources provide ongoing and updated information about the practice of oral
      history in the United States. The OHA website includes links to these sources and to oral history organizations
      around the United States and the world (www.oralhistory.org/).
    


    
      The first set of OHA standards was issued in 1968; it has been updated on a regular basis ever since. Between
      1989 and 2009, these guiding statements were issued under the title Oral History Evaluation
      Guidelines. In 2009, the statements were streamlined, updated, and
      issued as the Principles and Best Practices for Oral History.
      Written as broad statements in the Principles and as oral history process steps in the
      Best Practices, they define the most up-to-date national guidelines for creation and
      preservation of oral documents.1
    


    
      The 2013 Best Practices for Community Oral Historians also can help guide this work. This
      set of guidelines, printed in full in Chapter 2,
      expands the application of the OHA Principles and Best Practices
      through statements written specifically for the community.
    


    
      H-Oralhist, the oral history listserv, is another excellent source of information for oral history practitioners
      (https://networks.h-net.org/h-oralhist). This free service, part of the H-Net network of scholarly listservs,
      takes questions and keeps backlists organized chronologically and topically for additional reference.
    


    
      In addition to the Oral History Association, regional, national, and international oral history organizations are
      found throughout the world. All help support the development and practice of oral history.2 If looking for best
      practices and standards from a country other than the United States, check information provided by the Oral
      History Association. For information on the work of oral history internationally, see also the International Oral
      History Association (IOHA). It, too, publishes a newsletter and journal. Its website can be found at
      www.iohanet.org.
    


    
      Throughout the United States, regional oral history organizations also support the practice of oral history. See
      the sidebar for a list; contact information can be found on the Oral History Association website.
    


    
      A number of organizations and publications have developed standards that focus on specific areas of interest.
    


    
      
        Text Box 12.1: U.S. Regional Oral History Organizations
      


      
        • Michigan Oral History Association
      


      
        • Midwest Oral History Group
      


      
        • New England Association for Oral History
      


      
        • Northwest Oral History Association
      


      
        • OHMAR—Oral History Mid-Atlantic Region
      


      
        • Southwest Oral History Association
      


      
        • Texas Oral History Association
      

    


    
      In addition to guidelines with a specific focus on oral history,
      historical organizations are guided by standards developed by professional associations for specific types of
      historical organizations. One of the most well-known and longstanding of these is the Society of American
      Archivists (SAA) Oral History Section. It serves as a resource for archivists working with oral history
      collections.3 For museums, among the most well-known resources are the American Alliance of Museums
      (AAM—formerly the American Association of Museums) and the American Association for State and Local History
      (AASLH). The AAM, with its focus on all types of museums, maintains a list of ethical codes and accountability
      standards applicable to the work of museums.4 AASLH maintains a statement of professional standards and ethics for
      discipline-based organizations in its professional sphere.5 The Bylaws and Ethics
      Statement developed by the National Council on Public History includes five principles that guide professional
      conduct and complement the basic standards stated in oral history best practices.6 The Code of Ethics of
      the American Library Association maintains standards for its members.7 And the “AFS Statement
      on Ethics: Principles of Professional Responsibility” for the American Folklore Society, with its close ties to
      oral history, outlines principles and best practices, including guidelines for working with human subjects in a
      community or public setting.8 Parallels between each of these statements and oral history principles and
      best practices provide further support for the affinity between the practice of oral history and the work of
      historical organizations discussed in this book. Text Box 12.2 provides more information.
    


    
      Historical organizations also sometimes develop internal oral history manuals to guide their work. These manuals
      are based on standard oral history literature and process steps discussed in this book, but are keyed to use by
      the specific organization. The Oral History Interview Guidelines: United States Holocaust
      Memorial Museum is an example of an organization that has developed a museum oral history manual with a
      specific focus on the work of this museum.9 The National Park Service has the Handbook for Oral
      History in the National Park Service, a guide to oral history practice that includes reference to
      site-specific interviewing techniques for National Historic Landmarks and the National Register of Historic
      Places.10 The Smithsonian Folklife and Oral History Interviewing Guide was
      developed to provide information about best practices when working with oral history and folklife materials and
      in government-generated documents.11 Many state historical societies also have helpful guides.
    


    
      This sample of the manuals that guide oral history practices in various types of historical organizations
      illustrates two points: (1) adaptation of oral history processes effectively meet the specific needs of an
      organization, and (2) the practice of oral history is based on principles and best practices that provide common
      guidelines and benchmarks across organizations. Each of the guides, though organization-specific, is based on the
      standard practice of oral history. Taken together, they are a reminder that the practice of oral history is not
      organization-based (just as it is not discipline-based), but that it benefits from a common set of standards,
      expectations, and benchmarks that guide its creation and use.
    


    
      
        Text Box 12.2: Resources for Historical
        Organization Professionals
      


      
        Historical organizations work with a variety of disciplines. Even though the discipline-based organizations
        listed here may not have specific oral history guidelines, they often have best practices statements that can
        be helpful to the practice of oral history in historical organizations.
      


      
        American Association for State and Local History
        

        American Alliance of Museums
        

        American Folklore Society
        

        American Historical Association
        

        Association of Personal Historians
        

        Australian Historical Association
        

        Canadian Historical Association
        

        National Council on Public History
        

        Oral History Association
        

        Organization of American Historians
        

        Society for History in the Federal Government
      


      
        Source: National Council on Public History,
        http://ncph.org/cms/publicationsresources/.
      

    


    Oral Traditions


    
      The Doris Duke collections, profiled in Chapter 11,
      represent one of the most extensive sets of recorded materials with Native American people in the United
      States.12 In addition to the Doris Duke project, many tribal communities have developed oral history
      programs. Most are housed in tribal museums, tribal library/archives, or tribal cultural preservation offices.
      Tribal members are responsible for recording, preservation, and access steps. Some of the more well-known are the Suquamish Tribal Oral History Project (Washington), the Hopi Oral
      History Project (Arizona), and the Ah-Tah-Thi-Ki Seminole Indian Museum Oral History Program (Florida).13 There
      are a number of manuals the tribes have developed to guide work, including the Suquamish oral history manual,
      A Guide for Oral History in the Native American Community, now in its third edition.14
      Information about the programs is available on their websites and through personal contact with the project
      personnel. In all cases, creation, care, and access to recorded interviews are culturally appropriate, guided by
      tribal protocols and standard guidelines as described by the First Archivists Circle in Chapter 4.
    


    Final
    Thoughts


    
      As the examples in Section Three illustrated, oral histories provide an opportunity for historical organizations
      to bring people into the action. Jeff D. Corrigan, oral historian at the State Historical Society of Missouri,
      described this as putting people into the movies of their lives. With advances in our understanding of what oral
      history is, what it means, and how it can be used, historical organizations now have more options and
      opportunities than in the past to use the first-person memories that help define a sense of history.
      Standardization in process, care in use of digital formats, and sensitivity to preservation and access steps can
      help preserve this information for the future and, in the process, give users access to the growing number of
      voices that are part of our history.
    

  


  
    APPENDIX A: ORAL HISTORY PROCESS
    STEPS


    
       
    


    
       
    


    
       
    


    
      √ Identify and review idea; discuss and determine use of oral history
    


    
      • Ask one person to take leadership responsibility
    


    
      √ Identify community supporters and others who can help
    


    
      √ Become familiar with oral history ethical guidelines
    


    
      √ Become familiar with oral history legal standards
    


    
      – Develop legal release agreement
    


    
      √ Refine content and develop topics
    


    
      √ Name the oral histories
    


    
      √ Write mission statement
    


    
      √ Identify and begin to work with a repository
    


    
      √ Make equipment decisions
    


    
      √ Make transcribing decision
    


    
      √ Develop a budget and find funding sources
    


    
      √ Complete a plan
    


    
      – The Project Design Statement
    


    
      √ Begin interviewing process
    


    
      – Continue background research
    


    
      – Develop question guide
    


    
      √ Develop narrator list
    


    
      – Document who is on this list and why
    


    
      √ Decide on interviewer list
    


    
      – Document who is on this list and why
    


    
      – Match interviewer and narrator
    


    
      √ Train interviewers
    


    
      √ Do narrator-specific research
    


    
      – Refi ne questions to match narrator knowledge
    


    
      √ Organize interview setting
    


    
      √ Schedule an interview
    


    
      – Contact narrator in writing
    


    
      – Follow up written contact with telephone call
    


    
      ○ Explain purpose of creating the oral history
    


    
      ○ Decide where to do the interview
    


    
      ○ Collect narrator biographical information
    


    
      √ The interview
    


    
      – Arrive on time
    


    
      – Conduct the interview as taught during interviewer training
    


    
      √ Complete after-interview tasks
    


    
      – Sign donor form
    


    
      – Take photo of narrator
    


    
      – LOCKSS and label all media
    


    
      – Interview Summary Form
    


    
      √ Transcribe
    


    
      – Audit edit
    


    
      √ Complete and fi nalize forms
    


    
      – Interview Tracking Form
    


    
      √ Deposit in repository
    


    
      √ Care for metadata
    


    
      – Info that will define the oral histories going forward
    


    
      – COAT Principle
    


    
      √ Write a thank you letter
    


    
      √ Celebrate the new oral histories
    


    
       
    


    
      Based on information and quoted with permission from MacKay, Quinlan, and Sommer, Community
      Oral History Toolkit, Left Coast Press, Inc., 2013.
    

  


  
    APPENDIX B: ORAL
    HISTORY EQUIPMENT GUIDELINES


    
       
    


    
       
    


    
       
    


    Audio Recorders


    
      •Look for high-quality, portable, sturdy, easy-to-use equipment that has the option
      to save recordings as data files.
    


    
      •Become familiar with the current recording standards, measured in sample/sampling
      rate and bit depth, and use the highest standard recommended by the Oral History Association.
    


    
      •If possible, use equipment with a slot for a removable memory card, external
      microphone jacks, display window showing recording information, manual volume control, headphone jack, USB
      interface, and metadata generator as well as the basics—on/off switch, record/pause button, rewind option—and an
      AC adaptor option.
    


    
      •Use equipment that can record in a widely available, non-proprietary, open-source,
      uncompressed, cross-platform format as indicated by the file extension (.wav or .aiff).
    


    
      •Use equipment with as high a sampling rate and bit depth as available; a common
      example is 16bit/44.1kHz.
    


    
      •Use equipment with an option for a lossless codec which
      reduces, but does not discard, data
    


    Video Recorders


    
      In addition to the above considerations:
    


    
      •Look for high-quality, portable, sturdy, easy-to-use equipment with the best lens
      the budget allows and the option to save recordings as data files.
    


    
      •Become familiar with the current high-definition (HD) recording standards, measured
      in resolution, frame rate, aspect ratio, field dominance, audio
      sample/sampling rate, and bit depth, and use the best standard available.
    


    
      •Use equipment that can record in lower compression formats.
    


    Microphones


    
      •Look for dynamic mono or stereo omnidirectional, single-stand
      microphones or directional lavaliere microphones (one for each interview participant), either of which work
      well in oral history interviews.
    


    
      •Make sure microphone specifications interface with the recorder.
    


    
      •Include a cable long enough for flexible microphone placement and a simple
      microphone stand that will work in a variety of interview settings.
    


    Recording Media


    
      •Look for removable solid-state data-storage memory cards with enough space to meet
      interviewing needs in the recommended recording formats.
    


    
      •Choose media specified in the recording equipment manual; examples are CompactFlash
      (CF), Secure Digital (SD), and Secure Digital High Definition (SDHD) cards.
    


    Equipment Accessories


    
      •Accessories include headphones, microphone and other cables that are shielded to
      reduce interference, a simple microphone stand, a USB card reader to transfer recording from memory card to
      computer hard drive, and, for video recording, a tripod, lights, reflector, and monitor.
    


    
      •Use accessories that meet established recorder specifications and the oral history
      budget.
    


    Computer


    
      •Look for a computer with the highest speed processor, most amount of RAM, largest
      hard drive, and as much access to external hard drives as the budget allows.
    


    
      •Choose a computer that has an open-access standard word processor option (Microsoft
      Word is the oral history transcribing standard).
    


    External Hard Drive


    
      •Look for an external hard drive with options for automatically monitoring data file
      integrity.
    


    Centralized Data Storage


    
      •Centralized data storage, often referred to as the cloud, comes in public, private,
      or hybrid options.
    


    
      •If choosing this option, consider availability and cost of space, digital recording
      migration policies and procedures, and ongoing stability for preservation and access purposes.
    


    

  


  
    APPENDIX C: KENTUCKY
    ORAL HISTORY COMMISSION, PATHWAYS TO
    ACCESS


    
      [image: Image]


      
        Source: Oral History Association Newsletter, Vol. XLVIII, No. 1, Spring 2014, p. 9.
      

    

  


  
    APPENDIX D: FORMS


    
       
    


    
       
    


    
      
        Form 1: The Project Design Statement
      


      PROJECT DESIGN STATEMENT


      GENERAL


      
        Project Name
      


      
        Insert project name. This is the name that will be used when working on the project and to identify it for
        preservation and access purposes.
      


      
        Sponsoring Institution
      


      
        List if applicable
      


      
        Primary Research Questions
      


      
        List 1–3 major research questions
      


      
        Mission Statement
      


      
        Insert mission statement
      


      
        Administrative Requirements
      


      
        List team members and roles of each
      


      PROJECT CONTENT


      
        Historical Focus
      


      
        Describe focus; be specific
      


      
        Scope
      


      
        Summarize scope, including size and duration
      


      
        Topics
      


      
        List topics; use bullet points if needed
      


      
        Sources For Background Research
      


      
        Summarize sources and locations; refer to bibliography
      


      PROJECT MANAGEMENT


      
        Duration
      


      
        Describe specific duration; if part of an ongoing program, state this
      


      
        Number Of Narrators
      


      
        State number of narrators and fill in names as they become available
      


      
        Recording Plan
      


      
        Describe recorders (audio, video, or both) and summarize use plan
      


      
        Physical Space Needs
      


      
        Summarize interviewing and work space needs
      


      
        Expenses
      


      
        Summarize expenses (known or projected) by type; refer to project budget for detailed information
      


      
        Resources
      


      
        Summarize resources by type (for example: volunteer, donation/gift, grant); refer to project budget for
        detailed information
      


      
        Interviewee Recruitment
      


      
        Summarize narrator recruitment process
      


      
        Repository Plan
      


      
        Summarize repository plan and include names and contact information for repository personnel
      


      
        Website Access
      


      
        Summarize planned outreach; include websites and URLs when available
      


      
        
          
            
            
          

          
            
              	Submitted by
              

              Director, Team Leader

              	 
              

              Date
            


            
              	Revised by
              

              Use if making revisions or updates

              	Date
            

          
        

      


      
        ©2013 Left Coast Press, Inc., www.lcoastpress.com/book.php?id=404.
      

    


    
      
        Form 2: Sample legal release agreement
      


      LEGAL RELEASE AGREEMENT


      
        The mission of the _____ (oral history project) is to document the history of _____. An important part of this
        effort is the collection of oral history interviews with knowledgeable individuals.
      


      
        Thank you for participating in our project. Please read and sign this gift agreement in order for your
        interview to be available for future use. Before doing so, you should read it carefully and ask any questions
        you may have regarding terms and conditions.
      


      AGREEMENT


      
        I,_____, narrator, donate and convey my oral history interview dated, _____ to the _____ (oral history
        project/repository name). In making this gift I understand that I am conveying all right, title, and interest
        in copyright to the oral history project/repository. I also grant the oral history project/repository the right
        to use my name and likeness in promotional materials for outreach and educational materials. In return, the
        oral history project/repository grants me a non-exclusive license to use my interview through my lifetime.
      


      
        I further understand that I will have the opportunity to review and approve my interview before it is placed in
        the repository and made available to the public. Once approved, the oral history project/repository will make
        my interview available for research without restriction. Future uses may include quotation in printed materials
        or audio/video excerpts in any media, and availability on the Internet.
      


      
        NARRATOR
      


      
        Name (print) _____
      


      
        Signature _____
      


      
        Date _____
      


      
        INTERVIEWER
      


      
        Name (print) _____
      


      
        Signature _____
      


      
        Date _____
      

    


    
      
        Form 3: Interviewee Biographical Profile
      


      INTERVIEWEE BIOGRAPHICAL PROFILE


      
        
          
            
            
          

          
            
              	PROJECT NAME

              	
            


            
              	NAME

              	CONTACT
            


            
              	OTHER NAMES KNOWN BY

              	DATE/PLACE OF BIRTH
            


            
              	PLACE OF RESIDENCE

              	YEARS IN THE COMMUNITY
            


            
              	OCCUPATION

              	EDUCATION
            


            
              	RELEVANCE TO THE PROJECT

              	
            


            
              	RELEVANT BIOGRAPHICAL INFORMATION
              

              (AS IT RELATES TO THE GOALS OF THE PROJECT)
            


            
              	FAMILY (Full name, date of birth, relationship to narrator)
            


            
              	FRIENDS AND ASSOCIATES
              

              (Full name, date of birth, relationship to narrator)
            


            
              	PLACES TRAVELED OR LIVED

              	
            


            
              	COMMUNITY ACTIVITIES
              

              (Include activity, date, and significance to the project)
            


            
              	INTERESTS

              	
            


            
              	INFLUENCES

              	
            


            
              	LIFE MILESTONES

              	
            


            
              	Completed by:

              	Date:
            

          
        

      


      
        © 2013 Left Coast Press, Inc., www.lcoastpress.com/book.php?id=404.
      

    


    
      
        Form 4: Photograph and Memorabilia Receipt
      


      PHOTOGRAPH & MEMORABILIA RECEIPT


      PROJECT NAME


      
        
          
            
            
          

          
            
              	OWNER

              	
            


            
              	Name

              	
            


            
              	Address

              	Phone/E-mail
            


            
              	ITEM

              	
            


            
              	Type

              	Quantity
            

          
        

      


      
        Detailed Description (Describe item and circumstances of loan)
      


      
        Associated Dates
      


      
        Physical Condition
      


      
        Instructions for use:
      


      
        RETURNED
      


      
        Items returned by (name):
      


      
        
          
            
            
          

          
            
              	OWNER

              	INTERVIEWER
            


            
              	Name (print)

              	Name (print)
            


            
              	Signature

              	Signature
            


            
              	Date

              	Date
            

          
        

      


      
        © 2013 Left Coast Press, Inc., www.lcoastpress.com/book.php?id=404.
      

    


    
      
        Form 5: Interview Summary Form
      


      INTERVIEW SUMMARY


      
        
          
            
            
          

          
            
              	PROJECT NAME

              	Interview ID#
            


            
              	NARRATOR

              	INTERVIEWER
            


            
              	NAME (as it will appear in the public record)

              	NAME
            


            
              	CONTACT

              	CONTACT
            


            
              	OTHER NAMES KNOWN BY

              	
            


            
              	INTERVIEW DATE

              	INTERVIEW LENGTH
            


            
              	RECORDING MEDIUM _____ digital audio _____ digital video
            


            
              	DELIVERY MEDIUM     _____ sound file _____ sound card
            


            
              	                                          _____ CD     _____ DVD
            

          
        

      


      
        TECHNICAL NOTES
      


      
        (make/model of recorder, format recorded, microphone notes)
      


      
        INTERVIEW NOTES
      


      
        (physical environment, narrator’s mood,
        

        people or animals in the room, interruptions)
      


      
        PROPER NAMES AND KEYWORDS
      


      
        (personal and place names with proper spelling, dates, and keywords)
      


      
        SUMMARY OF INTERVIEW CONTENT
      


      
        
          
            
            
          

          
            
              	COMPLETED BY:

              	DATE:
            

          
        

      


      
        ©2013 Left Coast Press, Inc., www.lcoastpress.com/book.php?id=404.
      

    


    
      
        Form 6: Interview Tracking Form
      


      INTERVIEW TRACKING FORM


      
        
          
            
            
          

          
            
              	PROJECT NAME

              	INTERVIEW ID#
            


            
              	INTERVIEWEE

              	INTERVIEWER
            


            
              	NAME

              	NAME
            


            
              	CONTACT

              	CONTACT
            


            
              	INTERVIEW

              	
            


            
              	DATE

              	
            


            
              	COMPLETE TASK

              	NOTES
            

          
        

      


      
        Log interview recording and assign an identifier
        

        Log Legal Release Form
        

        Log Interview Summary
        

        Copy recording
        

        Label recording media
        

        Transcribe interview
        

        Audit-check transcript
        

        Check facts and verify spelling of proper names
        

        Get interviewee’s approval of transcript
        

        Assemble metadata requested by repository
        

        Assemble materials for repository
        

        Deliver completed oral history to repository
        

        Prepare oral history for website
        

        Thank Interviewee
        

        Archive master files
      


      
        ©2013 Left Coast Press, Inc., www.lcoastpress.com/book.php?id=404.
      

    

  


  
    GLOSSARY


    
       
    


    
       
    


    
      accession. The act of formally and legally accepting an item or a collection, such as a
      collection of oral histories, into a repository.
    


    
       
    


    
      archives. The term has several meanings. 1. Actual material of historic interest to be
      saved. 2. A building or repository where archival materials are located. 3. An agency responsible for selecting,
      acquiring, preserving, and making archival materials accessible.
    


    
       
    


    
      artifact. An object made by human beings.
    


    
       
    


    
      audit-check. Also called audit-edit. Transcribers use this term to describe the careful
      listening and reviewing of a recording done while reading a transcript to catch and correct transcription errors.
    


    
       
    


    
      born digital. A document created in a digital format, such as an interview recorded on
      digital equipment.
    


    
       
    


    
      broadcast quality. Recording quality that meets standards for radio or television broadcast.
    


    
       
    


    
      catalog. A “container,” usually a database, for catalog records that are related in some
      way, such as in a library, a digital archive, or a subject database. Records in the catalog can be searched and
      retrieved.
    


    
       
    


    
      catalog record. The unit within a catalog that describes an item in a collection. In oral
      history, a catalog record usually defines a single oral history— that is, any number of interviews about a single
      person.
    


    
       
    


    
      codec. The technology for compressing and decompressing data. Lossless codecs reduce but do
      not discard recorded data. Lossy codecs reduce and permanently discard recorded data.
    


    
       
    


    
      collection. A group of documents that are related in some way, such as the papers of a
      person, or an oral history series. The collection should be identified as a unit with a title associated with it.
    


    
       
    


    
      collection policy. A written statement which clearly states the purpose and the boundaries
      of the repository’s collection goals.
    


    
       
    


    
      community. Any group with shared identity.
    


    
       
    


    
      copyright. The exclusive right to reproduce, publish, or sell copies of original creations,
      such as oral history interviews, and to license their production and sale by others. Copyright is granted by the
      federal government for a limited period of time. When oral histories are accepted into a repository, copyright is
      often transferred through a donor form.
    


    
       
    


    
      copyright transfer. A shift in copyright ownership, including the six rights of copyright.
      In oral history, copyright transfer involves shifting ownership from the author or authors of the interview
      (interviewer and interviewee) to the repository or organization or entity that will preserve the interview and
      make it accessible on an ongoing basis.
    


    
       
    


    
      Creative Commons. A nonprofit organization that provides a simple, standardized way to share
      and use knowledge through free legal tools.
    


    
       
    


    
      cultural heritage. The history, beliefs, stories, ceremonies, law, language, symbols,
      places, and artifacts that are shared by a group of people and make up their culture.
    


    
       
    


    
      curation. The long-term management and care of historical documents and artifacts to ensure
      maximum access into the indefinite future.
    


    
       
    


    
      data. Information converted into a binary system (zeroes and ones) for digital recording,
      preservation, and access.
    


    
       
    


    
      data compression. Digital information that is copied to a representation using fewer bits
      than the original. Data compression results in smaller digital files and sometimes in loss of quality. Master
      oral history recordings are made and maintained in uncompressed audio or the least compressed video possible;
      compressed versions are used for access, including Web postings.
    


    
       
    


    
      database. A collection of related data that is organized so that its contents can be easily
      accessed, managed, and updated. Databases are organized by fields, records, and files. A field is a single piece
      of information, a record is one complete set of fields, and a file is a collection of records.
    


    
       
    


    
      digital. A process that captures and stores information in discrete values, usually measured
      in bits (zeroes and ones) and bytes. Compare to analog—a process that records and stores sound in a continuous
      pattern.
    


    
       
    


    
      Born digital materials are recorded or created in a digital format rather than converted
      (digitized) from analog.
    


    
       
    


    
      digital repository. A permanent, sustainable system of servers with proper management for
      permanent digital storage. A digital repository often is accessed through a Web site, but the two are not
      synonymous.
    


    
       
    


    
      digitization. The act of transferring a sound recording from analog (continuous waves)
      format to digital (samples of sound waves converted to bits and bytes).
    


    
      donor form. A signed, written agreement that transfers ownership of copyright in an oral
      history interview without monetary consideration. Also called a deed of gift.
    


    
       
    


    
      dynamic/condenser microphone. A dynamic microphone does not need separate power to operate.
      It is more durable than a condenser microphone, but is less sensitive. A condenser microphone is more sensitive,
      but requires power, usually from a battery or phantom power provided by tapping into the power supply from the
      recorder it is attached to.
    


    
       
    


    
      external microphone. A microphone that is separate from the recording machine.
    


    
       
    


    
      fair use. A provision in copyright law that allows the limited use of copyrighted materials
      for teaching, research, scholarship, or news reporting purposes.
    


    
       
    


    
      finding aid. A document containing detailed information about a specific collection in an
      archive.
    


    
       
    


    
      format. A term used to describe various categories and distinctions in information
      technology. In this book, it is used to describe format categories such as audio, video, or text formats and to
      distinguish among various file formats such as .wav, .mp3, and the like.
    


    
       
    


    
      high definition. A video system of higher resolution than standard definition (SD). This
      usually involves display resolutions of 1,280×720 pixels (720p) or 1,920×1,080 pixels (1080/1080p).
    


    
       
    


    
      historic preservation. Actions that seek to preserve, conserve, and protect buildings or
      landscapes of historical significance.
    


    
       
    


    
      historical organization. A relatively new term coined to describe the types of organizations
      that work with public history, including museums, library/ archives, historic sites, cultural centers, historic
      preservation organizations, and others providing history to public audiences.
    


    
       
    


    
      historical record. Any document or artifact that is historically significant and is
      available to the public in an archive, library, government office, or digital repository.
    


    
       
    


    
      historic site. A historic site is a place associated with prehistory or history that has
      sufficient age, physical integrity, and documented significance, and is preserved for purposes of protecting its
      cultural heritage.
    


    
       
    


    
      informed consent. An agreement to do something or to allow something to happen, made with
      complete knowledge of all relevant facts, such as the risks involved or any available alternatives. An Informed
      Consent Statement is a statement to this effect.
    


    
       
    


    
      interview. A structured question and answer session between an interviewer and an
      interviewee characterized by well-focused, clearly stated, open-ended, neutral questions aimed at gathering
      information not available from other sources. The interview is the basis for all oral history.
    


    
       
    


    
      interviewee. The person being interviewed. A person who has firsthand knowledge about the
      subject or topic of an interview and can effectively communicate this information. Also called a narrator.
    


    
       
    


    
      interviewer. The person who asks questions and guides the structure of an interview.
    


    
       
    


    
      legal release agreement. The signed, legal agreement in which a narrator and an interviewer
      clarify intent to conduct an interview and that covers delivery and acceptance of an interview, copyright
      transfer, and a narrator’s rights for future use.
    


    
       
    


    
      library. A place containing materials such as books, periodicals, and recordings for people
      to read, borrow, and study. The term refers to buildings and virtual locations (digital libraries).
    


    
       
    


    
      local history. The study of history about a locality or place.
    


    
       
    


    
      Lockss (Lots of Copies Keeps Stuff Safe). A simple preservation principle that refers to the
      benefits of making multiple copies of recordings in multiple formats and storing them in multiple locations as a
      means of preserving their content.
    


    
       
    


    
      master recording. An original recording that is preserved intact, as recorded.
    


    
       
    


    
      medium. A physical device for capturing, storing, or preserving information such as paper or
      discs.
    


    
       
    


    
      memory. The ability to perceive, process, and recall information.
    


    
       
    


    
      metadata. Data about data. The sum total of information describing a resource. Metadata is
      packaged in an “envelope” that travels with digital material throughout its life.
    


    
       
    


    
      microphone. A device that converts sound to electrical signals, usually for amplification.
      Microphones come in several styles, including dynamic and condenser, lavaliere or handheld, and mono or stereo,
      with a variety of pickup patterns including omnidirectional or cardioid (unidirectional).
    


    
       
    


    
      migration. The process of updating digital recordings to overcome obsolescence.
    


    
       
    


    
      museum. A building where materials of historical, cultural, artistic, and/or scientific
      interest are cared for and exhibited. The term can also refer to a digital or virtual museum.
    


    
       
    


    
      narrator. The person being interviewed. A person who has firsthand knowledge about the
      subject or topic of an interview and can effectively communicate this information. Also called an interviewee.
    


    
       
    


    
      oral history. Primary source material collected in an interview setting with a witness to or
      a participant in an event or way of life and grounded in context of time and place to give it meaning. Oral
      history is recorded for the purpose of preserving the information and making it available to others. The term
      refers to both the process and the final product.
    


    
       
    


    
      oral history program. An ongoing and planned organizational commitment that has the clear
      objective of creating and caring for oral histories.
    


    
       
    


    
      oral history project. A series of individual interviews with a number of interviewees that
      focuses on one subject or event.
    


    
       
    


    
      oral tradition. A community’s cultural and historical background preserved and passed from
      one generation to another in spoken stories and song.
    


    
       
    


    
      orphan interviews. Documents in an archive that cannot be made available to the public for
      any reason. Oral histories are often orphaned when a Legal Release Agreement is missing or incomplete or because
      equipment needed to play the recording is unavailable or obsolete.
    


    
       
    


    
      preservation. The term has several meanings. 1. Actions taken to stabilize and protect
      documents, artifacts, sites, buildings, and structures from deteriorating. 2. The treatment used to restore
      damage including the transfer (such as migration) of recorded information from one medium to another.
    


    
       
    


    
      preservation master. An original recorded interview, maintained as recorded without any
      changes or edits. Also called a master recording.
    


    
       
    


    
      primary source. An original source of information that has not been changed in any way.
      Examples include correspondence, diaries, photographs, maps, public records, and oral histories.
    


    
       
    


    
      public domain. The status of creative works that are not subject to copyright laws and may
      be used without permission of the creator or former rights holder.
    


    
       
    


    
      public history. History that is seen, read, heard, or interpreted by or for a popular or
      public audience.
    


    
       
    


    
      recording equipment. Equipment for making recordings. It can be audio (capturing sound only)
      or video (capturing sound and moving images).
    


    
       
    


    
      repository. A physical space with a long-term preservation plan for materials that go into
      the historical record. Libraries, archives, historical societies, and museums are examples. The term also can
      refer to a virtual or digital repository.
    


    
       
    


    
      secondary source. A document or recording that presents an analysis and discussion of
      information in primary sources. Examples include books, articles, and recorded documentaries.
    


    
       
    


    
      stereo/mono microphone. A stereo microphone records sound from various sources on different
      channels. A mono microphone records all sounds on a single channel.
    


    
       
    


    
      stewardship. The bundle of steps required to organize, store, and catalog materials for
      long-term preservation and access.
    


    
       
    


    
      transcript. A verbatim, written version of a spoken interview.
    


    
       
    


    
      user copy. A copy of a recorded interview made from a preservation master for preservation
      and access purposes.
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