Tips for conducting an interview:
General:

· Make an appointment with the interviewee

· Prepare your questions well
· Introduce yourself and explain why you are here

· Speak calmly and clearly

· Listen carefully

· Ask open questions. These are questions to which the interviewee can not answer “yes” or “no”. The best questions start with how, what, who, when, where, which, why, etc. Usually people tend to talk more answering these questions. Examples of open questions: “How did that happen?” “What do you enjoy the most?”

· Write down the name of the interviewee (if you didn’t already know)

· Write down the questions in correct order and leave some space for the answers

· Take your time writing down the answers

· You can also record your interview (ipod or recorder)

· Ask the interviewee if an answer is not clear or incomplete

· Ask for an explanation if you do not understand the answer

· Always thank the interviewee for the interview

· Say goodbye

If you work in a group:

· Think of the questions with your group beforehand

· Split the tasks: who is going to ask the questions, who will write down the answers

· You can practice the interview and use this to improve it

Tips for writing the report

1. Write above your report

· The subject

· Who is the interviewee

· Who conducted the interview

· The date

2. Choose the most important questions or the questions you got the most interesting answers from

3. In a report it is handy to have the question and the answer close to each other. Make sure that the difference is clear.
4. At the end of the report write down what you thought was the most interesting

5. At the end of the report write down what you are going to do with it. What will you use it for, what could you do with the things you have learned?
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