permission to use the conversation and all its
parts. You must also tell them very clearly what
you will be using the material for, and tell them
you will write or telephone them when the
materials will be out in public so that they can go
along and see your work. It is also nice to
encourage participants to read anything you've
written that is based on the conversation you had
with them, so that they can have a chance to
reflect on what they have said.

12. Balance the conversation: don’t talk too much as
that makes the interviewee stop talking, and don't
talk too little because it might make the
interviewee uneasy or talk about anything just to
fill the silence!

13. Thank You: thank the interviewee after the
interview!

Software Options
Audio Editors

To chop up your audio files you can use Adobe Audition
or Goldwave.

Digital Voice Recorders

We like the Olympus range, particularly the VN-
2100PC, which is around £40 or the VN-4100PC which
is about £50 (both from Amazon.co.uk). You can record
a room of about six people having a conversation, or
one person, the microphone is really good and the
quality of recording is excellent. You record the
conversation, upload it using the provided cables, to
your PC (you receive a software disk with the

Greenhill Historical Society
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you need to take good notes for this!) or via video
using a tool like Skype (video conferencing), which is
free and quite easy to use, as long as both you and the
interviewee have a web camera attached to a desktop
computer or laptop.

Recording the Conversation or Taking Notes: Big
Decisions!

Remember to consider beforehand whether you need to
have full transcripts of the conversation (i.e. absolutely
every word the interviewee says so that you can use
specific sentences as quotations, etc.), or whether you
are happy with a summary of the conversation, in
which case you would write up rough notes of the
conversation without the need for word-for-word detail.
This decision makes a big difference to the time you
will need to set aside for the project. To transcribe a
one hour conversation (i.e. listening to the audio
recording you have and typing it into the computer)
could take a few days if you are slow at typing.

If you record the conversation into a digital recorder
and transcribe it there are some programmes that will
slow the conversation down for you so that you don't
have to type too fast, or keep stopping the recording to
catch up! Express Scribe (www.nch.com.au/scribe) will
allow you to slow the conversation down once you've
loaded the digital file into it.

Formulating Interview Questions

Be very careful that you consider exactly why you are
interviewing people for your project, including what the
project is seeking to achieve and exactly the questions
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way to do interviews if you are not used to doing
them or if you feel that the interviewee or yourself
might go off-topic and talk about irrelevant topics
or where the conversation might become
completely unrelated to the reason you are there!

3.Semi-structured questioning: this is a list of
questions as in the point above that you want
answered, but you also leave room for asking new
questions that you might not have considered
before you started interviewing the person.
Sometimes the person will say something that
makes you think about something else you'd like
to ask, so this kind of style of interviewing leaves
room for you to ask. Conversations never go to
plan so it is always important to have space for the
discussion to go into territory that you hadn’t
planned for, but that is still very relevant and
important to your project. So you would write
up your schedule with questions but also during
the conversation you can jot down words or
phrases that have occurred to you during the
conversation that you will ask at a convenient
point. This is a nice style of interviewing because it
means you are not just firing questions at
someone, but it becomes a real conversation and
the person you are interviewing is able to bring up
other things you might not have got if you had
stuck rigidly to a question sheet.

Some people take notes during a conversation. Again if
you are digitally recording it there is no real need to
take notes, but it is worth writing down key words or
phrases that will help you remember the conversation
afterwards. So it is worth taking a small notebook and
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