INTERVIEWS (SEMI STRUCTURED) - GENERAL GUIDANCE 

SETUP
Interviewer takes sample at random from complete list, of at least 10% of relevant group
Interviews should be conducted in a private space
A mixture of individual and small group interviews should be used

INTRODUCTION
· Determine language needs of interviewee and make arrangements to ensure you can communicate effectively (independent translators should be used where possible). 
· Take time to effectively and clearly explain the purpose of your visit, your role and relationship to their employer. 
· Explain the confidential nature of the interview and explain how you plan to ensure that confidentiality is maintained 

CONDUCTING INTERVIEWS 
· Start with ‘warm up’ questions which are non-threatening and easy to answer.
· Adopt a conversational style. 
· Show interest in any topic the interviewee brings up, whether relevant to purpose of study or not. When they have finished, guide the conversation back to the relevant topics.
· If an item you wish to know more about is mentioned briefly during flowing conversation, allow the interviewee to finish their train of thought, and come back to that item later. 
· Take care when prompting to not ask leading question or specify details; enabling cross-checking of results. 
· At the end of the process, take a moment to check that all key points in the interview guide have been covered.

CONCLUSION
· Ensure that interviewee has the opportunity to ask any questions of the interviewer, or add any points they wish
· Reiterate to the interviewee your understanding of what they have told you. 
· Reiterate what you plan to do with this information, and how you will ensure confidentiality
· Give the interviewee means to contact you at a later time if they have anything else to add 
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