Oral History Checklist

1. Before the Interview

· Identify person to be interviewed

· Obtain release form signatures from both interviewee and interviewer(s)

· Give pre-interview questionnaire to interviewee to complete prior to interview

· Suggest to the interviewee that they gather photos, artifacts (see attached form for more details)

· Gather interview materials

· Interview questions

· Tape recorder (with microphone, if possible)

· Video camera (with microphone, if possible)

· Writing materials

· Photo camera

· Test equipment

· Video tapes, batteries

· Extension cords

· Photo camera, film, batteries

· Secure date, time, location of interview

· Rehearse/review interview questions

· Consider bringing a token of appreciation (flowers. etc)

2. Conducting the Interview

· Minimize distractions

· Turn off phones

· Select a quite place

· State on tape at the start of the interview: Your name, name of interviewee, location, date and time

· Focus on person being interviewed.  Do not be judgmental.  Listen without adding your opinion or experiences.

· Use memory triggers (photos, artifacts, etc)

· Allow pauses

· Listen

· At the conclusion of the interview take a picture with the interviewee

3.  After the Interview
 


· Send note of thanks to interviewee

· Complete reflection form

· Label tapes with the name of the interviewee, name of person conducting the interview, the date, and the place of the interview

· Submit tapes, pre-interview questionnaire, release forms, and any photos you may have taken.

