GUIDELINES FOR CONDUCTING INTERVIEWS FOR RESEARCH
I. Greetings and Warming Up

· Greet the interviewee

· Thank him/her for his/her time and willingness to participate in the interview

· Engage is a brief short talk by asking about the interviewee’s interest/job etc.

II. Introduction
· Interviewer/s inform the interviewee a little of his/her background, interest in the topic and training in the area. Interviewer/s will also inform the interviewee how the information disclosed will be used, e.g. included in the research report.
· Explain the purpose and nature of the study to the interviewee, telling how and through whom s/he came to be selected

· Give assurance that the interviewee will remain anonymous in any written reports and his responses will be treated with strictest confidence

· Indicate that s/he can interrupt you at any time to seek clarification about your question. S/he may find your question redundant. In such case, take time to explain what you mean and the objective of your question. Ensure your interviewee understands clearly what you mean.

· Interviewer/s is to ask permission to tape record the interview, explaining why this has to be done. 
III. Flexible Format

· Ask open ended questions that begin with ‘How….’; ‘How do you feel about…’; ‘What do you think about……….’; ‘What do you do about…..’

· Give time and space for interviewee to talk freely in answer to your question. The more relaxed and uninhibited the interviewee is in answering the question, the more authentic the data will be. Interrupt the interviewee only to ask for clarification. 

IV. Non-Verbal Language
· Show the interviewee that you’re paying attention to him and that you’re interested in his answers by showing appropriate non verbal affirmation like full eye contact, nodding your head and feedback, such as ‘hmm… I see…’
· Pay attention to the interviewee’s non verbal signs like volume, tone and pitch of voice; tensed facial expressions; raising of eyebrows etc which will denote his/her emotional state about the issues s/he is talking about
· Transcribe the interview shortly after your interview and write down these non verbal responses in parenthesis in your transcription so that you can include the non verbal language in your analyses
V. After the Interview

· Transcribe the interview within a week after conducting the interview
· Write a brief synopsis of the interview
· Email the interviewer: thank him/her for the interview. Send him/her the transcript and summary of the interview. Ask him/her if there are amendments s/he may wish to suggest for your summary. You may not have interpreted what s/he has said accurately.

· Save your transcripts for analyses and inclusion in your research report, in the Appendix.

VI. Analysis of the Interview Data
· Read your transcript once through for a holistic understanding of the interviewee’s attitude, thoughts and feelings about the topic of interview
· Read the transcript a second time, paying attention to the emerging themes
· Develop a colour coding for each theme. Use a colour pencil to highlight the themes in the transcript. 

· Develop a spider web showing the various themes and relationship between the themes such as shown in Figure 1.
VII. Writing up data

· Develop categories from the prominent themes that emerge from the interviews

· Develop headings from these categories

· Describe these themes and the interviewees’ responses

· Quote interesting and striking statements the interviewees made

· Remember to keep the interviewees anonymous

· Write brief comments of the interviewees’ responses. 
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Figure 1: Mind map of interview data
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