Notes on Interviewing
Conducting your interviews
To ensure you obtain a rich data set you need to give the participant the opportunity to "answer your questions" or “re-live their experiences of the phenomenon”. 
Your first step is to seek the interview dates and times through a polite request for an interview where you explain why you are conducting the interview, what it will be used for and why you seek their help in particular.
You should agree a location, date and time in which they will be free to talk to you without interruption. You should ensure you offer up the participant agreement form for them to complete (sign or print their name and return by email) and a separate guide to the interview that they will be participating in.  This may/or may not include the questions you are going to ask.
The interview
Make sure that they are comfortable (if you are the host), That they have planned for no interruptions so that they have your attention for the next 30 minutes. You can then begin.
Switch on your recorder!!!
 
Structured and semi-structured interview - thoughts, opinions, viewpoints
If you have structured or semi-structured questions then you should ask them clearly one at a time, giving them plenty of time to answer them. If your interview is semi-structured you may elaborate a question but watch the time you have.
Unstructured interview
You should ask the participant to think back (remembering) to the experiences, either what is clearly remembered or when it started. You with them will have to judge the best place to start.
 
e.g. When do you think your first became an entrepreneur? Described what happened at the time?
 
You can then give them your one and only question.
The participant will then try to get started and although you can answer their questions about how to start or what is important, just stick to the question.
Now this interview is a conversation in which you come to know their experience from the story they give. Your main purpose is to listen and understand. So the less you talk the better the interview.
 

Dealing with pauses
Stories come in waves and there will be pauses. To move a pause on you just need to get them to continue with the story with prompts
Examples of prompts are:
· So what happened next?
· What were you thinking then?
· What did that feel like?
· How did you react to that?
· What stood out for you at that moment?
· When this happens: What thoughts did you have about it?
· I think I have a clear sense of what you are saying. You are saying that …
· So is this the most significant aspect of the experience for you?
· What did the others do?
· Let them fill the silence?
One of the main problems researchers find with unstructured interviews is that the participants rush a little to the end of the story and you don’t get full and rich descriptions. To make sure you get rich descriptions let them talk a lot more than you do. Try to hold onto pauses wait for them or use the prompts identified above.
As you go along in the interview make very few notes perhaps just noting down any metaphors or adjectives used for deeper exploration used as her for Kathy here:
e.g. Kathy talking about here learning experiences
Kathy mentioned pregnant pauses in her interview when she was talking about the delay in between different people talking when on Skype. I wrote it down and when the next gap in the interview came along I drew her back to it.
I though this metaphor 'pregnant pauses interesting' and paused the interview and asked her what she meant by it:
She said
“In pregnancy you are incubating ideas, your taking them in, your probably feeding them, growing some sort of response”. “I mean pregnancy is pretty important. They are not pauses without something happening”, “but they are still contained”. “In conversation a pregnant pause to me would indicate thinking is happening”. “Re-tweaking their own thoughts. They’re not coming out immediately. Yes the response is not straight there off the top”.
This proved to be a rich description of a part of here learning experience.
 
You do need to keep an eye on the time, especially if you are using structured or semi-structured interviews where you need all the questions answered.
 
Ending the interview
Sometimes the best data comes at the near very end and you shouldn't miss it. You might say well we are nearly finsihed and I was wondering if you had anyhting else you wanted to say.
After  a little while they then might start to talk again, in a little more depth or give you a few more elaborations about it. So keep the recorder going until you have finished the interview. Just have a chat, let the conversation flow. In some interviews the end may just be the start, depending on if they have the time or not. You should be prepared to listen for another 20 minutes or so until they want to stop. Check with them to make sure they have time.
When you think they have exhausted what they want to say. Don’t ever push it. Show them you have switched off your recorder and begin your thank you's.  Once the recorder is off. It's over.
Transcribing your interviews
This normally takes about one hour for every 20 minutes of recording. That is if you are quite good at it.
You must write down EVERYTHING they said just as they said it. Do not amend any jargon, slang or grammar.
You must also put in what you said to them, perhaps something like this.
Interviewer:
1. Researcher: So my first question is .....
or
2. Researcher: So can you go back to the beginning and describe to me what happened?
Interviewee: Well I needed this car right and it was way more than I had put away.
Dealing with anonymity
Once you have transcribed you interview you need to ensure all references to that person, persons they talked about or any reference to a context that might reveal their or anyone they talked about’s identity.
So find and replace all real names or places or contextual information for pseudonyms.
Or if in doubt, remove from the transcript.
The long term
You have promised to use this data only for its intended purpose and to then destroy all the data. Once you have completed your assignment, you must adhere to your promise. If someone were to steel your computer or take papers from your house, they should in no way be able to identify your participants from the file name or its contents. Once you have disposed of them properly, not just put in your computers bin but emptied your bin.

