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1.0 Aim 

The overall aim of the strategy is to embed oral history practices into the Hall’s existing research activities to create an ongoing process of collecting, interpreting, and sharing oral histories. 

2.0 Roles 

2.1 Core Oral History Team
The core oral history team consists of the General Manager, the Collections and House Manager, and the Volunteer and Community Officer. These members of staff already lead and support the volunteer Research Group. Their added responsibilities will encompass:
· setting up designated oral history training for volunteers and staff; 
· organising the recording of new oral histories; 
· recruiting volunteers for the recording and processing of oral histories;
· offering emotional support and guidance to the interviewers and transcribers.

In addition, this group will make up the reviewing team in charge of checking sensitive content in both the archived and newly recorded oral histories. They will also lead the oral history review which will take place annually during a Research Group meeting. 

2.2 Supporting Site Staff
Although the Senior Communication and Marketing Officer is not part of the core oral history team, their contribution is essential for the successful implementation of the strategy. They will advise the core oral history team in matters related to the Hall’s reputation and data protection issues. 

2.3 Supporting regional NT staff
Identifying and recruiting candidates for oral history interviews will require drawing on the expertise of regional National Trust staff, such as people business partners, estate managers and cultural heritage curators in, for example, archaeology. 


2.4 Volunteers
Conducting interviews, managing data, and transcribing or summarising new oral histories will to a large extent be executed by NT volunteers. Equally, they will play a vital role in the researching of the archived oral history recordings.  

3.0 Collecting oral histories 

3.1 Scope and Focus 
There are two forms of oral history which the Hall is aiming to collect: 
· institutional memory 
· histories of the cultural fabric of the Hall and the surrounding area

The recording accounts on the maintenance, restoration, and management of the site will help the Hall build an institutional memory. Collecting this information will create a collection of recordings which demonstrate the wide and diverse range of work done to preserve the site, its collection, and its history. It also avoids the loss of knowledge that occurs when an individual leaves the Hall. Histories of Seaton Delaval Hall’s cultural fabric will include recording information and stories about the collection, the hall, the gardens, and the surrounding area etc. 

3.2 Pro-active Collection
The oral history is to be collected in a pro-active fashion, fully into the Hall’s knowledge gathering practices. Moments for potential collection are, for example, when a new item is acquired; as part of a research project; after restoration work; or when a significant person visits the Hall. More moments of collection will emerge as oral history gathering becomes a common practice on site. 

4.0 Recording and processing oral histories 

4.1 Training 
A handful of staff and volunteers can be trained in oral history interview techniques, processing the recordings, and analysing the oral history material. Training sessions should be arranged at regular intervals, e.g., every three years. An analysis of training needs and requirements will be reviewed annually during a Research Group meeting. The training can be done through the oral history society or through Northumberland Archives. 


4.2 Interim Storage
An interim storage solution needs to be arranged with the IT Department and Data Protection Office.  Both have specific requirements for digital devices and Microsoft SharePoint.[footnoteRef:1] In addition, there are restrictions on what external devices can and cannot be connected to Trust computers. Until a solution has been arranged, it is best to follow two main principles of digital storage: keep the recordings in three different locations and ensure those locations follow data protection law.  [1:  For example, the IT department does not want WAV files to be put on SharePoint because they are very large, while the Data Protection Office requires all personal data to be stored on SharePoint.] 


4.2.1 List of stored material 
All material listed here contains personal information. 
· Audio files (a WAV copy and a MP3 copy)
· Interviewee data sheets
· Recording permission forms
· Copyright and reuse forms 
· Summaries and/or transcripts
· The Seaton Delaval Hall oral history catalogue 

4.3 Ethics

4.3.1 Paperwork
There are two ethics forms necessary to collect and archive an oral history recording: 
· a Recording Permission Form
· a Copyright and Reuse Form

The Permission Form must be signed before the recording device is switched on. The Copyright and Reuse Form is signed after the interviewee has read the transcript/summary of their recording or has listening back to the audio. The Copyright and Reuse Form allows the interviewee to close all or part of the recording for a set amount of time. Note that both forms contain personal information and therefore need to be stored in adherence with data protection law. 



4.3.2 Sensitivity checks
Sensitivity checks are the responsibility of the core oral history team. They will read or listen to the oral histories and assess whether there is any sensitive content. Sensitive content comes in two forms: 
· information the interviewee might not want out in the public domain 
· information that could upset the listener of the recording
If the former is flagged by the core oral history team because they believe the interviewee might not want to share particularly information publicly, they should mention this to the interviewee before they sign the Copyright and Reuse Form. This may result in the interviewee wanting to close a particular section of the recording. If the team finds material which fits the latter, any sensitivity warnings should be added to the index.

4.4 Indexing
The spreadsheet created for indexing the Hall’s oral history recordings allows for easy tracking of progress and searching. It is also compatible with the British Library’s method of cataloguing in case the recordings are at some point donated to the British Library. The index contains personal information and therefore needs to be stored according to data protection law.

4.5 Transcripts and Summaries 
The strategic aim is to create both a transcript and a summary for each oral history recording. Transcripts are essential if the audio file is lost or is corrupted. Interview summaries allow for content to be described in more searchable terms. 

5. Archiving 
Oral history recordings can be archived at Northumberland Archives. However, backup copies should be kept at the Hall in case the recording is also archived at the British Library. This is especially crucial since Northumberland Archives only excepts MP3 files and the British Library requires WAV files. 

6. Reusing oral histories 
In connection with the Hall and the collection, oral history can be used in interpretations and exhibitions. In addition, new staff or contractors can access the hall’s institutional memory and learn about their predecessors and their work by listening to the stories shared. The overall objective is for oral history to be a fully integrated and accessible resource, equally available for consultation as any item in the collection. 

