Memories Recording Protocols
All files to be give a name in the following format:

AAnnn interviewee  

Note:
The first recording made by Jim Devlin with Joe Bloggs would be JD001 Joe Bloggs
The first two letters are the initials of the interviewer, and the three numbers are a sequential number of the recording (i.e. 005). If you need to make a number of recordings in the same session use 005, 005a, 005b etc.

The introduction to the audio should follow this format:

“This is interviewer name of Billericay Community Archive. Today is date and I am interviewing interviewee name of address at location” 
You can then ask a first question. DO NOT give the interviewees full address, just the road name. The location will be home, library or somewhere else.
During the interview follow the Golden Rules:

· Don’t talk too much – it is the interviewee we are interested in. Say as little as possible just enough to enable the interview to happen.

· Don’t keep saying “yes” or “mmm” – nod your agreement. 

· Don’t contradict or argue with the interviewee. We are interested in what they have to say regardless of whether you know it to be right or wrong.

· Don’t ask leading questions.

· Only ask one question at a time.

· Don’t be afraid of silence (if you wait your interviewee will probably tell you more. Silence is a very powerful tool.

· Don’t parade your knowledge. Do not add to what the interviewee has to say, confine yourself to questions.

· Only interview one person at a time. Recordings with two interviewees are not acceptable to the ERO and editing and transcribing are almost impossible.

At the end of the recording spell out names and give locations fully (e.g. state whether a place called Hadleigh is Essex or Suffolk).
Following these rules cuts down the amount of editing substantially and makes it easy to catalogue items. It also ensures that they are acceptable to the Essex Record Office.
Jim Devlin
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