Checklist for Interviewer Training
Topics to cover

· Methods of information collection

· Questionnaires

· In-depth interviews
· Focus group discussions 

· Purpose of Conducting Interviews
· To collect data
· To complement the data collected during the survey and to help understand the findings
· To collect information that may be used to help understand the biological indicators and enable the appropriate interpretation of the survey results
· Example: sources of vitamin A exist in the community but the survey reveals that night blindness is a serious problem. It may be unclear from the biological results alone why the problem is occurring, thus the interview data may help clarify the issue.
· To identify the knowledge, perceptions and beliefs about fortification and intervention strategies 

· To look at supplementation issues in the community

· Equipment Needed to Conduct Interviews
· Equipment checklist

· Information sheets 

· Informed consent forms

· Relevant questionnaires
· Plastic bags to keep questionnaires in (one for blank surveys and one for completed surveys)
· Clip board

· Pens

· Pencils

· Erasers

· Sharpeners

· Identification
· Backpack
Additional Tips
· Label forms correctly and review with the team a standardized labeling format
· Allow sufficient time for the interview
· Conduct all the necessary interviews or make sure to arrange a time for a return if various family members aren’t present.

· Review each questionnaire to make sure it is properly filled in before leaving the household

· Personal conduct and clothing – be polite and professional
· Cultural appropriateness – ie: who should conduct the interview – women, men, etc…
· Sensitivity - interviewers may not realize how questions about goods and food availability might be sensitive. 
Successful Interviewing Techniques

· Build a rapport with the interviewee – the respondents first impressions of you will affect their willingness to cooperate

· Be honest and communicate freely
· Be positive, friendly, and neutral

· Stress confidentiality and explain how the data will be used 
· Give the respondent an opportunity to ask questions and answer them honestly

· Conduct the interview in privacy when at all possible, and create a comfortable and relaxed atmosphere – do not rush
· Probe in a  neutral way….examples include

“Can you explain a little more?”

“I did not quite hear you, can you tell me again”

“Take a moment and think about your answer, there is no hurry”

· Avoid rewording the question. If the respondent is unclear read it again, slowly and clearly, as written. If it is still misunderstood, reword but keep the question as close to its original meaning as possible.

· Deal tactfully with non response. Explain again that all interviewees will be asked the survey questions and reiterate why the survey is important. If they still refuse write refused next to the question and move on. 
Practice Sessions
· Role play in teams before the field work is to begin

· Be sure all interviewers understand the questions and how the questionnaire operates

· Introduce a few possible mistakes and/or errors so they can be dealt with before field work begins

· Have teams write down their observations, thoughts, comments, etc. and discuss as a group

· Have teams practice filling out the questionnaires in a standardized manner – all numbers, dates, ages, etc. recorded in the same manner
