Tool 4 - Interviewing Tips

The interview method relies on talking with and listening to respondents. Interviews can range from being informal /conversational to more structured / fixed-response depending on the topic, purpose, and type of questions. The kind of information that is received through this process tends to be qualitative.  Utilizing the checklist below will help you conduct a successful interview.
· Remember the purpose and goals of the interview. Be sure that the conversation centers around information that relates to overall objectives of the evaluation.
· Engage the respondent early on in the beginning of the interview process. Initial questions should center around factual answers like age, ethnicity, responsibilities.
· Be relaxed and natural. If the interviewer exudes uneasiness, the respondent may begin to feel uncomfortable in answering questions truthfully. 

· Use appropriate verbal and non-verbal responses to show active listening.
· Make sure that the location and setting is comfortable for the respondent. Keep in mind privacy and safety.
· Use probing open-ended questions that require more than a “yes” or “no” from the respondent.
· Be sensitive to cultural nuances. It is best remain objective and neutral.

· Be respectful.  Show appreciation for the information and time the interviewee is providing.
· Remember to thank the person at the beginning and end of the interview and answer any questions that he or she may have about the process.
· Practice going through the interview process. The best way to learn how to do an interview is by actually going through the process. 

