Conducting the Interview

1.
 Make contact with the interviewee. Arrange date, time and location of interview. Get directions if needed.  You may need to confirm the appointment with availability of equipment. Book the equipment.

2.
Do any research and draw up a schedule or list of questions, you may find you don’t need these after a few interviews.  Be careful not to stick to a list of questions to rigidly. Let the conversation flow naturally.

3.
Collect equipment. Check you have everything you need, including all the paper work and your ID card.

4.
Arrive on time, show you ID card. Chat before the interview but try and avoid the interviewee telling you any anecdotes better told in the interview.  Mention you will ask for their consent to use the interview after the recording.

5.
Set up the equipment and check your interview environment for potential visual and sound problems.  Lighting/backdrop. Clinking tea cups, rustling papers, panting dogs, chiming clocks, chirping budgies, traffic noise.  
Most importantly - Test sound levels and video image.

6. 
At the beginning of the interview you should record details of who and when you are interviewing. If you subsequently lose the paper work the basic information is on the recording.

7.
Start recording and asking questions.


Ask open rather than closed questions, not always easy to do.


Use plain words and avoid suggesting the answer


Maintain eye contact


Clarify odd words or things you are not sure about


Don’t be afraid to ask but don’t interrupt or butt in. Make a mental or physical note to ask later.  Particularly with older people, leave a pause at the end of their sentences as they may not have finished speaking

Respect people’s opinions even if you do not agree with them.  This is not the time for a debate.


Be aware of tiredness not just the 96 year old you have just been grilling but your own tiredness.  Take a break.

8.
After the interview – if possible, it is polite to have a chat.  You can explain what is going to happen to the interview and tell them about the project.  Get the interviewee to sign the copyright permission form.

9.
Fill out the paper work and label the video tape.

10. 
Watch the interview and write up the summary.

11.
Hand the recording and paper work into the centre.

