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Name:____________________ Date: _____ Teacher: ________________________ Period: ___

INTERVIEWING TECHNIQUES CHECKLIST

Your research paper should contain both primary and secondary sources. The information you gather from interviewing a person who is knowledgeable in your subject (primary source) is sometimes more valuable than the material taken from written sources (secondary source).  To take full advantage of your time with an expert, you need to prepare yourself ahead of time, use proper interviewing skills during the interview, and follow up your interview with immediate review. Please study the following guidelines and use them as a checklist for completing a successful interview.

Before Interview:

     
Thoroughly research the person to be interviewed in terms of his/her position, background, education. And any special skills and experiences he/she might have.

     
Find out for whom he/she might work.

     
Discern the purpose of your interview, i.e., just exactly what do you hope to glean from the interview? If you haven’t a clear purpose, or know what you want to accomplish, your interview will be disjointed.  

     
Write out clearly phrased questions that reflect your purpose, research and knowledge.  Organize your questions in a logical fashion, for example, from simple to complex or from objective and factual to personal.

     
Gather your materials, i.e., pen/pencil, ample paper, and tape or video recorder if desired. (Be sure to get your interviewee’s permission to tape or video record before beginning.) Remember to check the functioning of the machine before the interview. 

The Interview:

     
Dress appropriately – be well groomed.

     
Be punctual – 10 minutes early is desirable.

     
Introduce yourself in a professional manner – firm handshake, smile, eye contact. State purpose of interview and thank interviewee for his/her time.

     
If using a tape or video recorder, you need to ask permission of the interviewee.

     
Don’t digress during the interview; stay on task.

     
Listen for other possible leads, however, and formulate new questions.

     
Ask for clarification if needed and don’t be embarrassed to ask for a repetition of an answer. Take time to be correct in note-taking as well. 

     
Honor “off-the-record” remarks.
After Interview:

     
Thank person.

     
Review your notes as soon after the interview as possible.

     
Consolidate information; prune information you can’t use.

     
Be especially careful that direct quotes are accurately recorded.

     
If in doubt about a specific comment, contact the person again to verify.

     
Make a list of any additional resources you have uncovered.
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