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Do try to put your interviewee at ease.  Make small talk for a few minutes.





Do choose an interview setting where your interviewee will feel comfortable and you will feel safe.





Don’t interrupt.





Don’t put words in your interviewee’s mouth. It’s OK to follow up by repeating what they said and asking whether you’ve captured it correctly, but don’t lead off by re-interpreting what they’ve said or (heaven forbid!) arguing with them.





Do get familiar with your questions beforehand.  Use your “protocol” of questions “lightly”, just to remind yourself of where you are going.





Do figure out how you are going to record your interviewee’s responses.  Taping is BEST if they are comfortable and you’ll have time to transcribe the tape.  Otherwise, although this is very difficult, you can jot down notes regarding what they say. 





Do think about what you are asking and why beforehand.  You want to be able to ask good, and perhaps, unexpected, follow-up questions to their responses.  This is challenging when you are jotting down notes.  Try to listen to what they are saying and catch something new that you want to prob a bit.





Do relax and enjoy the interview.  Most people LIKE to be interviewed.  How often do you get to run on about yourself and have someone listen this closely?  They are likely to be nervous or mildly uncomfortable at first, but afterwards to relax.








