JA 350-70-4.4c

Interviewing Practices/Procedures

	1.
	Questions to ask yourself when planning for an interview. 

	
	a.
	What do you need to know?

	
	b.
	Why do you need to know this?

	
	c.
	Is the interview method the most appropriate?

	
	d.
	What are some sample questions you may ask?  (Write samples down)

	
	e.
	Are these questions accurate after testing them out on a few people 

	
	f.
	Have you ensured answers to these questions can be analyzed?

	
	g.
	Have you decided on the sample target audience?

	
	h.
	Have you secured a facility to conduct the interview?

	
	i.
	Have you determined how long the interview should take?  Lengthy interviews may result in interviewer and interviewee weariness. 

	2.
	Develop questions for interview IAW JA 350-70-4.4a.

	
	a.
	Ensure questions are not sensitive, too complex and provide opportunities for respondent to expand on their answers. 

	
	b.
	Ensure questions are relevant to the objective of the interview.

	
	c.
	Use language that is understood by the target audience.

	
	d.
	Set up the interview pages clearly so that interviewers are clear on what are their instructions (e.g., guidelines for coding answers or simple interview instructions) from the portions that are to be read out loud.  Using different fonts, graphics, italics, and size of lettering will be helpful.  Clearly identify instructions for the interviewer, coder and respondent.

	
	e.
	Avoid requiring the interviewer to flip back to previous pages, repeat information if necessary.  Don’t separate a question onto two separate pages.

	
	f.
	Precode as many questions as possible to allow smooth transition to database.

	
	g.
	Order the questions appropriately to ensure a logical and optimal flow.  Be aware of the effects one question may have on another, e.g., don’t let one question influence how a future question will be answered and avoid the practice of asking the same questions  (even when worded differently).

	
	h.
	Group questions by similar content or topic.

	
	i.
	Include transition statements if changing the structure, style of questioning, response patterns, etc.


	3.
	When testing questions, check the following:

	
	a.
	Were any questions ambiguous or unclear which made it difficult to answer? Why?

	
	b.
	Were instructions easily understood?

	
	c.
	Was the structure/layout of questions clear?

	
	d.
	How long did the interview take?

	
	e.
	Were any questions objectionable?

	
	f.
	Are there any questions or areas that need to be addressed which were not covered in the interview?

	4.
	Conducting the interview.

	
	a.
	Provide an introduction to the interview.  Some form of a script should be prepared to assure each interviewee is told the same thing.  A sample template is at JA 350-70-4.4d.

	
	
	(1)
	Be prepared by reading all relevant material before conducting the interview.

	
	
	(2)
	Provide a private, quite and free from interruptions environment.

	
	
	(3)
	Try to reduce any tension the interviewees may be experiencing, be pleasant but not too friendly/sociable.

	
	
	(4)
	Explain the purpose of the interview and who is conducting the interview.

	
	
	(5)
	Ensure the respondent of confidentiality (identifying information known about them will not be shared).

	
	
	(6)
	Provide an estimated time to conduct the interview and ensure you have allowed sufficient time.

	
	
	(7)
	Explain they may ask for clarification of any question at anytime.

	
	
	(8)
	Start with an easy to talk about topic to get the interviewee to get used to talking.

	
	b.
	Obtain standard administrative information.

	
	
	(1)
	Name and position of student/graduate

	
	
	(2)
	Date interview conducted

	
	
	(3)
	Where interview was conducted

	
	
	(4)
	Course/subject of the interview

	
	c.
	Ask the same questions, in the same order and read question exactly as written.  However, be flexible.  Follow up on points as they arise.  Be prepared to adapt to the natural flow of the interview, follow up leads as necessary but in the end, ensure all questions have been asked to ensure a standardized interview technique has been employed.


	
	d.
	Basic interview techniques.

	
	
	(1)
	Avoid characteristics that will bias answers.

	
	
	
	(a)
	Do not offer opinions.

	
	
	
	(b)
	Do not show approval or disapproval.

	
	
	
	(c)
	Do not provide answers (other then the original options to choose from in a close-ended questions).

	
	
	
	(d)
	Do not show reflection in voice.

	
	
	
	(e)
	Do not ask questions in your own words.

	
	
	
	(f)
	Do not use colloquialisms or slang words.

	
	
	
	(g)
	Use the appropriate language level.

	
	
	
	(h)
	Ask only one question at a time.

	
	
	
	(i)
	Avoid interrupting the interviewee.

	
	
	
	(j)
	Use pauses wisely.

	
	
	
	(k)
	Summarize from time to time.

	
	
	(2)
	If necessary, techniques to keep respondent talking include:

	
	
	
	(a)
	Simple gestures such as nodding or saying “uh-huh.”

	
	
	
	(b)
	Use of impartial feedback phrases such as: this is useful/helpful information, I see, or could you tell me more about…, etc.

	
	
	(3)
	Record answers accurately.

	
	
	
	(a)
	Close-ended questions are easy to record. However, if the respondents answers is not one of the provided options, repeat the options and ask which one best fits their answer. 

	
	
	
	(b)
	Open-ended questions are more involved. You should record as close to the exact words the respondents used as possible. Repeating what the respondent said as you are writing down their answers provides assurance to you and them that you have captured their correct feelings.

	
	
	
	(c)
	The use of a videotape or tape recorder is an option to assure accurate recording of answers to open-ended questions.  

	
	
	(4)
	At the end of the interview, provide an opportunity for respondents to comment on the interview style, questions, etc.
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