Support the spread of good practice in generating, managing, analysing and communicating spatial information

Module: [M14 - Documentation]

Unit: [M14U02 - Interviewing Techniques] 


Exercise No. 2: Setting Up Your Interview
Developed by: Jon Corbett and Kasondra White
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Objective:

To organise an interview, determine when and where the interview will take place and prepare the specific details for the interview  
Time:

30 minutes
Materials:

A notepad and pen or pencil for each trainee, M14U02 Handout for Trainee (Handout4T) and recording equipment (optional), such as an audio recorder 

Procedure:  
· Invite participants to select a partner or assign partners. It is best for participants to work with someone they do not know well. 
· Tell them to introduce themselves and take turns telling each other:

· why they are doing the interview (be creative!);
· how long the interview should take;
· how the materials gathered in the interview will be used; 

· who will be present;
· what is expected of them.
· Instruct the participants to work together to choose a location to conduct the interviews. When conducting an interview, they will generally let the interviewee determine the location. However, since they will be interviewing each other, tell them to decide upon a location together – preferably a quiet location away from other people. 
· If trainees are practising with an audio recording device, instruct them to ensure that the batteries are not low and there is not excessive background noise. Working with an audio recorder will be reviewed in greater detail in M14U06. 
· If they are not recording the interview, instruct the participants to take notes. Invite them to remove their interview plan from their notebook and turn to a blank page. 
· After 20 minutes, a few participants should report back to the group about the challenges they found while organising the interview. 
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