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Digital preservation study: interview template
It is expected interviews will take between 30 mins - 1 hour. Ideally these would be recorded then transcribed, with the text sent back for approval. An overview of the topics to be discussed will be circulated in advance to allow the interviewee to prepare ideas. 
At the start of the interview, details of the preservation study and explanation of terms will be provided. Scoping interviews will be semi-structured to allow free-flowing discussion. The questions provided below are indicative of the topics that may be discussed. Each interview will cover five themes:

1. what digital material is being created; 

2. how this is being created and maintained; 

3. any issues that have been encountered; 

4. the future for the unit’s electronic records; 

5. requirements for support and services.

Scope of digital holdings

A general discussion will begin by asking interviewees to describe their day-to-day work with regard to electronic records i.e. what they create and use, their attitude towards digital material, how central electronic records are to their work…

· What electronic records do you create?

· What type (docs, emails, databases) and formats are these files?

· What software do you use? Is that general to the department?

· How much digital material do you currently create / hold? Is this growing?

· Are these files yours or do they belong to a wider group or to the institution?

· Who owns the IPR of the electronic records you create? 

· How crucial are these files? – could you continue work if they were lost?

Working practices

Discuss what happens in terms of digital curation i.e. creating, maintaining and preserving electronic records. Are there set procedures? What role does each person play…
Individual

· How do you create electronic records? – naming conventions, filing rules…

· Where you store files? Do you back them up or is this done centrally?

· How do you manage digital files e.g. do you sort through and weed them?

· What happens in terms of email? Do you save or print certain messages?

· Do you work differently on research projects due to funding body requirements?

Departmental

· Are there departmental guidelines, policies or procedures you follow? 

· Who is responsible for digital material? What role does each person play?

· What happens in terms of legacy material i.e. files created by former staff?

· Do you know when, how and what is backed up centrally?

· Who can access electronic material? How is this controlled? Explain restrictions
Digital preservation issues

Continue discussion to ascertain whether any issues have been encountered when creating and using electronic material to identify areas where practices could improve

· Have you ever lost digital files or found it hard to find the right ones?

· Are there version control issues when working with colleagues?

· Is it difficult to understand other people’s systems on the shared drive?

· Have you struggled to use older files? e.g. obsolete format, outdated disk…

· Do you have enough storage space? If not, where do you keep material?

Future life of electronic records

Discuss what happens in the future i.e. how can these files continue to be accessed and used (if appropriate), do they need to be preserved, if so, for how long…

Access

· Could your electronic material be reused or repurposed by others? 

· Are there any sensitivity or confidentiality restrictions?

· Would other people understand your material - is it documented?

Preservation

· Does all digital material or just a subset need to be preserved in the long-term? 

· Who would know what to keep and for how long? Who makes the decision?
· Is there a place where your digital material can be preserved?

Service requirements 

Ask where the interviewee currently gets advice and support and what else s/he would like to see provided by the University. Key thing is to gauge desire for preservation policy, suggested coverage and any supplementary support needed to implement it.

· Have you used the records management service, archive or Enlighten? Are you aware of what these services can offer?

· Where do you currently get advice and support?

· What would help you create and manage your electronic files better? 

· Who should be responsible for / fund digital preservation?

· Would you welcome a University wide policy on digital preservation? If so, what should it cover?

