The more you do your
homework in advance,
the easier it will be.

Find out as much as possible about the person you
are interviewing in advance - your background
knowledge will tell your subject you are really
interested in their story.

Be ready

Try to anticipate what kind of story you will end
up with. You should know what to expect from the
interview, but keep an open mind in case there’s a
different story - a better angle - or a second story.

Key questions

« Write down your questions in advance.

+ Have an idea of what information you want to get
- that should help you frame your questions.

« Make sure you cover all the key areas you want

to talk about.
« Be realistic - there’s no point asking 50 questions,
if you only have time, or room in your

article, for 10.

+ Work out the timing - how long your questions
will take to ask, how long the
interviewee will allow you.

- Don't be afraid to ask about the time in advance
- nothing worse than turning up only
to discover that the person you are

talk.
« Be interesting - if you ask boring questions, y
get boring answers.

Be right

Check and double check every detail. If the answer is
not clear, or you don’'t understand it, don’'t be afraid
to ask it again.

Check the spelling of names, addresses and other
unusual details - don't presume you know. It would
be a pity to-get personat-or other details-wrong
because you didn't take time to check.

Note taking

sure you take

Not much good if you can’t read your writing
afterwards!

If you plan to record (either audio or video) the
interview make sure the device is working properly,
you have enough storage room and battery power.

Listen

You're there to listen, not to talk. Let them do the
talking and then make sure you gather plenty of
quotes.

Wrap up

Just before you leave, make sure you've asked all
your questions and covered all the topics.

Then ask the “bucket question” - “Is there anything
else you feel | should know | you would like to tell




