Caring for Taonga - Sound Recordings / Āta Tiakina ngā Pūoro Māori

Sound recordings contain songs, interviews and information about events.  They provide important history and stories about our people and our past.  

It is not possible to say with any certainty how long a recording will last. Sound recordings are easily damaged and may start to deteriorate within a few years if they are not cared for.  However, there are many things we can do to preserve them.  The way recordings are handled, stored and used all have a major impact on how long they will last and the condition they will be in.  If cared for well, the information on sound recordings can last many generations.  

This booklet is for kaitiaki of sound recordings who want more information on what they can do to preserve these taonga.  It is relevant for collections of sound recordings kept in an archive, museum, marae, iwi radio station or private home.   

Types of Sound Recordings / Ngā Tūmomo Tānga Pūoro

There are a variety of sound recording formats.  They range from wax cylinders, which are the earliest examples of sound recordings, to recent digital technology.  Most sound recordings are likely to be on disc or tape.  

Discs include compact discs (CDs) and grooved recordings (commonly called ‘records’). Grooved recordings include 45s and LPs made from vinyl and 78s made from shellac.

Tapes include cassettes, reel-to-reel recordings and videos.  These are often referred to as magnetic tapes as they contain a plastic film that is coated with a magnetic material.  

Handling Sound Recordings / Āta Whāwhātia ngā Pūoro
Handling is a major cause of damage to sound recordings so it is important that they are handled as little as possible and that they are always handled gently.  

In particular, avoid touching the playing surface of any sound recording.  This is where the information is held and it is very fragile.  

Dust and oils from our hands can be damaging so make sure you wash your hands before handling sound recordings.   

A shock will cause damage to a recording so protect them from being dropped or thrown.

CDs / DVDs

Many people think that CDs and DVDs are very robust and virtually indestructible.  This is not the case.  They need to be handled very carefully as flexing, bending or applying pressure will cause damage.  

Only handle discs by their edges or the centre hole.  

It is best to place discs back into their cases immediately after use rather than placing them on a table or surface. Be aware that both sides of a disc are vulnerable to damage.    

Records

Handle records by their outer edge only.  Avoid flexing or bending them or applying any pressure.  The grooves on records are easily scratched and even tiny scratches cause hissing and crackling when the record is played.

Tapes

The surface and edge of the tape in cassettes and videos is easily damaged and so the tape itself should never be touched.  Dust or dirt can cause hissing and crackling.   

It is important to handle reel-to-reel tapes by the centre or hub.  Reel-to-reel tapes are more at risk than other tapes, as they are not protected by a case.    

Handle sound recordings as little as possible to prevent damage / Kaua e tino rawekehia ngā pūoro kia kaua e pākarukaru

Playing Sound Recordings / Te Whakatangi Pūoro
Take care when you are playing sound recordings, especially tapes. 

Repeated use of tapes will cause wear and damage.  It is important to handle and play original recordings as little as possible, and it is a good idea to have copies made of valuable sound recordings.  

Avoid pausing tapes as this causes stress and damage to the tape.  Likewise, going from rewind to fast forward without pushing stop will cause tension and damage.

When you have finished listening to or viewing a tape, rewind it to the beginning and eject it from the player.  It is important to store cassettes and videotapes in a fully rewound state to avoid creating tension at one point of the tape.

Storing Sound Recordings / Āta Tiaki i ngā Pūoro

Sound recordings are damaged by dust, heat, light, moisture and magnetic fields.  The best place to keep them is somewhere cool, dark, dry and well ventilated such as a cupboard or sturdy shelf. 

Keep them:

· Off the floor

· Where they will not be constantly handled or disturbed

· Away from sources of light, heat and water

A collection of sound recordings can be heavy so make sure that they are stored on strong and secure shelving.    

CDs / DVDs

Keep discs in their plastic cases when they are not being used.  This will help to protect them from dust and changes in temperature. Replace broken cases with new ones.  It’s good to get into the habit of putting discs straight back into their cases when you have finished listening to them.  

CD cases should be stored upright in the same manner books are stored on a shelf.  Storing discs flat will cause them to warp over time. 
Discs need to be stored in the dark, as they are light sensitive.  If they are exposed to too much light, they may become unplayable. 

It is a good idea to check discs for damage at least once a year.  Look for any of the layers coming apart in the disc itself and check that you can still play the CD.

It is important to label discs with their contents.  Having a lot of discs that are not labelled is frustrating and increases the risk of them being lost or excessively handled.  

The outside case can be easily labelled.  Be cautious when labelling the discs themselves as they are easily damaged.  Some definite don’ts are: 

DON’T use self-adhesive (sticky) labels

DON’T use a pen, pencil.  The pressure of writing will cause damage

DON’T write on the recordable side of the disc 

DON’T use a marker that has a strong smell, it probably contains a solvent 

Discs should be labelled with a water based permanent marker.  Only write on the label side of the disc in the centre, the area where the laser does not read.  

Records

Store records in their sleeves standing up like books, not lying flat.  They should be on a sturdy shelf and should be neither too tightly packed together nor slumping over.  

If records are in cellophane sleeves, or the original sleeves are damaged, replace them with acid-free paper sleeves, which are available from conservation suppliers.  

Tapes

Store tapes upright.  Laying them flat will cause the tape to become distorted.  

Avoid stacking tapes one on top of the other as this creates a lot of weight and will damage those at the bottom.  

Each tape should be in an individual box and both the tape and the box should be labelled with the contents of the recording.

Ensure cassettes and videos are stored fully rewound. 

Magnetic fields can erase the content from tapes. They must be stored away from anything that can create magnetic forces, including TV sets, computers and other electrical appliances.  

Keep sound recordings off the floor and away from sources of light and heat / Kaua e waiho ki te papa, ki te wāhi rānei e whitia e te rā, e pāwera rānei

Preventing Damage from Disasters / Te Whakaora Pūoro i te Wera, i te Wai

Be aware of which recordings in your collection are irreplaceable. The only copy of a recording that contains a precious waiata or an interview with a kaumatua is a greater priority than a CD of music that is commercially available or a video containing something taped from TV.  Have copies made of precious recordings and store the copies in a separate building.

Fire is a great threat to sound recordings.  Install smoke alarms and, if possible, sprinklers in the building to reduce the risk of a fire occurring.   Contact the New Zealand Fire Service for guidance on fire safety issues.   

Heavy rain, a burst water pipe or a tap being left on may cause flooding.  Water will damage your sound recordings.  It can deform them and mould can develop in as little as 24 hours.  Reduce the risk of water damage by keeping collections off the floor and away from sources of water, and storing them in cases or boxes.   

Contact a conservator if collections are damaged, as they may still be salvageable.  

Preventing damage is better than trying to fix it / Pai ake te whai tika i mua tēnā i te whakaora i muri  
 

Keeping Up with Changing Technology / Te Hangarau Hurihuri
As technology advances it may be difficult to find the appropriate equipment to listen to sound recordings.  For example, many sound recordings are on reel-to-reel tapes but few people have a reel-to-reel player to listen to them on.  As an example of how technology changes think of how quickly DVDs have replaced videos in your local video shop.  

The rapid change in technology is an important reason to have copies made of sound recordings. Copying a recording into a current format (e.g. copying a reel-to-reel recording to a CD) means it can be played on current equipment. 

This is known as reformatting. Digital technology is becoming increasingly popular as a way of reformatting sound recordings.  While digital has many advantages it is still possible the original recording will last longer than the digital copy, so it is important to always keep the original.  

Copying Sound Recordings / Te Tā Pūoro

Often making a copy is the best option for preserving a sound recording.  There are several benefits of having a copy:

· It reduces wear on the original, as the copy can be listened to instead

· There is more than one recording in case of a disaster or theft 

· The new copy can be in a format that can be played on current equipment

A good recommendation is to have two copies of a unique sound recording made.  One will be the master copy, which should be made to the best standards possible. The master copy will only be used if it is needed to produce another copy.  The second copy is made for listening or viewing.  The two copies can be kept in different buildings to reduce the chance of the recording being destroyed in a disaster.    

Having copies of sound recordings made is a time-consuming and technical process.  Because of this the work often needs to be done by a specialist company, and it can be expensive.  It may be possible to apply for funding for a copying project.  

Only use a reputable company who know what they are doing.  Unless copies are made to the highest standard it is not worth having them done at all.  The National Preservation Office can provide a list of specifications on minimum requirements for the copying of sound recordings.   

Have copies of unique or precious sound recordings made / Tāruahia ngā tino pūoro
Caring for Sound Equipment / Āta Tiakina ngā Taputapu Pūoro

The ability to listen to a sound recording depends on the availability and quality of the equipment.  

Equipment used to listen to and produce sound recordings needs to be kept in good working condition.  Be gentle with your recording and playback equipment and follow manufacturers’ instructions when it comes to care and cleaning.

Take care with equipment needed to listen to sound recordings / Āta tiakina ngā taputapu whakarongo pūoro 

Making New Recordings / Te Hopu Pūoro Hou

Preservation is not only an issue when items are old or damaged.  The best time to start thinking about the long-term preservation of a recording is when you are creating it. The better the quality of a recording when it is made, the better condition it is likely to remain in as it ages.  

If you are carrying out an oral history project or recording an event, use the best equipment and techniques available.

Here are some tips when creating a new recording:

· Use a brand new tape each time you make a recording, don’t re-use tapes

· Inspect tapes and recording equipment to make sure they are in working order before using them

· Treat the recording equipment with care and follow the manufacturers’ instructions

· Use an external microphone and eliminate background noise as much as possible 

· Keep the tape in its container at all times unless you are actually recording 

· Protect recordings and equipment from being dropped

· Label and number all recordings immediately 

Think about preservation issues when you are making a new recording / Āta whakaarohia te mau roa o te pūoro hou
Useful Web Sites / Ngā Ipurangi Pai

Conservation Online

http://palimpsest.stanford.edu 

Collection Care

http://www.collectioncare.org
New Zealand Conservators of Cultural Materials

http://www.conservators.org.nz 

National Oral History Association of New Zealand

http://www.nohanz.org.nz 

International Association of Sound and Audiovisual Archives

http://www.iasa-web.org 

Association of Moving Image Archivists

http://www.amianet.org 

Further Information / Whakamārama Anō
The National Preservation Office Te Tari Tohu Taonga can: 

· Provide information on where to find conservation-quality materials for the storage of sound recordings

· Carry out an assessment of your museum, archive or marae and give advice on storing and copying sound recordings 

· Give advice on funding that is available and support funding applications for conservation projects  

· Provide guidance on how to minimise the risk of disasters or how to respond afterwards 

To contact the National Preservation Office:

National Preservation Office Te Tari Tohu Taonga

PO Box 1467 

Wellington

Phone: 04 474 3066 

Fax: 04 474 3063

E-mail: preservation@natlib.govt.nz 

Web-site: www.natlib.govt.nz/npo 

For advice on oral history and information on oral history workshops contact the Oral History Centre of the Alexander Turnbull Library:

The Oral History Centre

Alexander Turnbull Library 

PO Box 12349, Wellington

Phone: 04 474 3000

Fax: 04 474 3063

E-mail: atl@natlib.govt.nz 
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