Instruction to the  trainer:

(These are suggestions how to spice up and illustrate your presentation. You might as well have other ideas. 

This text is for the full session. If you conduct the shorter session, you need to leave out certain parts. Compare with the LCD presentation.)

Start by asking participants who has experience in radio interview? What difficulties they encountered? 

What they expect to learn in this session?

Listening to a short interview and ask participants to criticize it. Ask them how they would do it differently?

Hold microphone to one of participant and show how you are trying hard to think of the next question and forget to listen to speaker.

Ask participants what are the briefing needs for each form of interviews? Add what was not said.


The Radio Interview

I. Introduction 

As a simple definition, an interview should aim at getting from the interviewee, in their own words, facts, opinions or reasons on a particular subject so listeners can form their own opinion.

An interview is not a discussion. The listeners are not interested in the views of the interviewer. The audience wants to hear what the person being interviewed has to say. The interviewer must appear to be impartial. You are the instrument to get information on the topic for the listeners. 

You must go into the interview knowing what you want to get out of it. You might not end up with what you expected, but you need to have some expectations of every interview you do. You need to know how long the interview will be. It is pointless to do a 20-minute interview if only 20 seconds will go to air.

In radio, the audience only gets one chance of understanding what is said to them. They will only hear the interview once.  

One of the greatest assets of the interviewer is the ability to listen. Listen to what the interviewee is saying. Be prepared to follow any line of questioning. If it interest you, it will interest your audience. You are representative of the audience. Never leave the audience feeling there were questions left unasked. 

II. Different Type of Interviews

The different type of interview need different preparation and handling. For most interview, the preparation talk with the interviewee is crucial. It can serve as research. It gives you an impression on how the interviewee talks and it helps the interviewee to prepare her or himself for the interview. Depending on the type of interview, the preparation differs. 

a) The Informative Interview

As the names implies, this interview aims at providing information for the listener. This is the most common type of Interview. At its simplest, it involves a person who has experienced an event, or is an expert in your topic and is being asked questions that will inform your audience. 

In this type of interview, the interviewer is only seeking the facts. While she or he may well know the answers before the interview begins, through research and prior discussion with the interviewee, the interviewer is extracting information from the interviewee in order to give the listeners a clearer picture of what has happened. In most cases, the interviewer will not be an expert in the subject  - the interviewee will be the expert. 


Show how difficult it is to ask a question from the back of the room with your microphone far away from the speakers.
The preparation talk (briefing) will be detailed to define the angle of the interview, so that the interviewee can well prepare her or himself. You present the flow of questions to your interviewee and as she or he is the expert, you make sure your questions cover all important areas of discussion. 

b) The Interpretative Interview

Here, the interviewer either provides the facts, or they are already known by the listeners. The interviewee is asked to explain or to comment. It is essential in this case to be well backgrounded. Be alert to pick up anything new or different from the situation as you understand it, and be prepared to ask the interviewee to elaborate. For example a new cease fire agreement is being signed by the military and a rebel group. You want to know from the local women's peace group how they see this peace agreement - does it reflect the demands and the needs of the women in the conflict area? 

Since the interpretive interview aims to get an opinion or reaction from the interviewee, the less explanation beforehand, the better. Be prepared, but don't let the interviewee know too much about your proposed line of questions and how well you are informed about the topic. If the interviewee knows what questions are coming, then the interview will lack spontaneity. So the preparation talk just includes the basic information. 

c) The Emotional Interview

This is the most sensitive kind of interview.  Specially if the person went through traumatic experiences, it is often questionable if it was really necessary to ask that person these questions. The media are often accused of intruding into private grief. Emotional interviews do not always need to be a personal tragedy. It can also be at time of supreme achievement, like when a court decides in favour of the workers in a labour dispute or a women winning a poetry contest or a scholarship.

The interviewer must use the utmost tact, respect, and be sensitive to the feelings of people at a time of grief. The preparation talk is important to define what areas will be discussed and what should not be touched. With survivors of sexual violence, make sure to protect their identity. Best use a different name. And be always prepared to interrupt the interview in case your interviewee starts crying to protect the personal integrity of your interviewee. 

d) The News Conference

From time to time, you may have to cover media conferences. Your microphone will be one of many, recording what the resource person has to say in response to questions from every one. In this situation, try to get as close to the speaker as possible. Don't feel shy to ask a question in front of the other journalists. If you have prepared the topic, and it is in an area of particular interest to you, then you probably have an advantage over the general media reporters. 

The main problem with news conferences is that often your microphone will not pick up the questions from the back of the room if it is taped in front of the speaker. One alternative is to 'dub' in the content of the questions back at the studio later. For example, “She was then asked ...”. 

What are advantages and disadvantages? What does the interviewer needs to pay attention to?

Add what was not said.

Show possible source of unwanted noise, in the room, Air con, Fan, Ref, Doors, open windows, traffic, wind, children playing outside etc. 

Let them listen to a short part of a telephone interview of bad quality to show how tiring it is to listen carefully. (e.g. Interviewer and interviewees voice are of different volume or interviewer does always make affirmative noises to show the interviewee that she/he is still on the phone.) 
e) “Vox pops” or “Vox populi”

This means the “voice of the people”. Basically, you decide on a question, and ask a number of people the same question, and edit the answers together. “Vox pops” are a useful way of “testing the public wind” on the issue, but should be used sparingly. You need to phrase the question identically each time, so that the answers edited together will give a range of views on the question. The introduction to the segment will pose the question.  “We sought the views of people in the community on .... etc.” You are after succinct answers – a quick reaction from each person. Eight to ten seconds is plenty. The effect is lost if the answers are too long. 

III. Different Locations

Just as there are various types of interviews, there are different locations. All have advantages and disadvantages. 

a) Studio

The advantage for you of the studio interview is that you are on your home ground. You may have technical assistance in the recording of the interview, meaning you can fully concentrate on the interview. The disadvantage is that many interviewees are intimidated by a radio studio – the equipment, dials, recorders, switches, microphones... It is important to make the interviewee feel comfortable and at ease in the studio. Take your time for that. 

b) On Site 

If you are doing an interview at the home or work-place of the interviewee, your interviewee will feel more relaxed. She or he is less likely to be lost for words when you turn on the recorder. But there might be unwanted sound and distraction on site. So make sure you got a quiet corner, the kids are out for the time of the interview, no telephones ringing, etc. 

c) Telephone Interview

Interviewing over the telephone has its good and bad points. It is quick. Dial a person up, and they can be on air moments later giving their opinion or explanation on the topic under discussion. The telephone bridges distances too. It brings people from across the globe into your program. 

The main disadvantage is that the telephone is impersonal. You have no eye contact with the interviewee. And the sound quality is often very bad. So try to keep your telephone interviews short, 3-5 minutes. 

IV. Preparation

How to prepare yourself for the interview? Research prior to the interview is of the utmost importance. If the interview is about a topic,  research the topic and define what exactly you want to find out. Then you will be able to identify who is the best person to interview. From a gender equality perspective, as much as possible look for a woman interviewee who cares how women are affected by the topic. Your first interviewee in mind might not be the most accurate one. 

Ask participants how to handle the different types of interviewees? What are the pit falls and how to avoid them? 

Let participants listen to an example of a journalist insisting even the person does not want to be interviewed. Or with other interviewees as described. 

(listening examples should be short to illustrate what you said but not interrupt the flow of the presentation. 


If it is a specific person you want to interview, research her field of expertise and her personality. It is also very important you know what you want to get from the interviewee. 

Then contact the person and set a date, time, and location for the interview. This first contact can also be helpful for researching the topic and the person. If you have open questions or you want to find more information material on the topic, your interviewee might help you. 

The more time spent in preparation, the better the interview will be. From the interviewee's point of view, the more you know about the topic, the more complimented the interviewee will feel, and the more likely she or he is to open up to you. 

V. Different Types of Interviewees

a) People who are used to be interviewed

These are the people who have been through it all many times before. Politicians, sportswomen, visiting celebrities, spokespersons, etc. Usually they will have something they want to talk about and often they are trained in it. You only need to keep the questions coming. Don't let them 'waffle' or avoid answering the questions you want answered and be alert to keep control over the interview. 

b) People who don't want to be interviewed 

These are the people who are in some form of trouble, or upset over  something. They generally need to be handled with tact in order to get an interview. Explain why it is in their best interest to say something. Often politicians or personalities, only too pleased to talk to you on most occasions, are suddenly 'unavailable' when something has gone wrong. 

Anyone has the right NOT to be interviewed. Be courteous at all times, as if you want to go back to that person for another interview the next day. One day you may have to. You can also mention over the radio that a certain person did not want to give an interview on this topic. 

c) The person in the street or community

These persons might be intimidated by the microphone, and has seen what some television interviewers have done to their interviewees. Specially women often give preference to men when it comes to talking to the media. They need to be put at ease. Discuss the topic with them in general terms. Tell them how long the end product will be, what audience your program has, etc. So that they understand that their opinion, knowledge is important.  As they are unaccustomed to the media you might begin the interview with what's called a “throwaway question”; on that they know plenty about, but which you are unlikely to use in the final edited interview. It serves the purpose of relaxing them once the recorder has been turned on.  
Ask for examples for whom it might be better to not show her/his identity.(Survivors of sexual violence, inmates of prisons, informants who fear repression etc.)

Ask participants to name the 5 W and 1 H? And what it means to have a question with one of these works. 
d) The “but don't name me” person 

This person is prepared to be interviewed, as long as you don't name him or her. There are a number of legitimate reasons why a person does not want to make her or his identity public. It is the right of every one not to be named and it is your right as a journalist to protect your source. If you want to interview the person because of what she or he has to say, you can either use a different name or no name at all. As someone might recognize the voice, you should also be careful not to give any information that might lead to the easy identification of your interviewee. 

e) Friends or people we work together with

Doing cause oriented programs, you will interview people from civil society groups, feminists, progressive NGOs, peace activists, etc. You might have a similar opinion, agree with each other and even be friends. The interview is of informational and educational nature. You have to be careful that the interview does not sound boring as between the two of you everything has been said on the topic. Put yourself into the position of the listener. Don't hesitate to ask critical questions or raise arguments of the opposition. This gives the interviewee the chance to give her arguments. 

f) People we do not necessary agree with 

This include certain politicians or government officials, armed forces, management, big landlords, certain church hierarchies, etc. It is interesting to get their point of view so that the listener can form her own opinion. As they are often already interviewed by other media, you should not just give them another platform. Ask different, critical questions that are not asked by the other media and make sure that the point of view of the people affected by a certain military operation, industrial project, mining company, government order is being publicised in the same programme. 

VI. Questions 

Just as you take time to research the topic, you should also take time to plan the interview. Arrange the questions in a logical order to anticipate likely answers. In radio, you have only the questions you ask and the way you ask them, to get meaning across to your interviewee and to the listeners. 

· Speak clearly, in short sentences that are easily understood by your listeners. The audience is listening in on your conversation and need to understand the thread of the interview. They might be listening only with “half an ear”. 

· Ask Open questions. There are six words, one of which should be in every question you ask. They will guarantee you get responses of elaboration, justification, comment, etc.   


Who? When? Where? What? Why? How? 

Before discussing yes/no etc. questions, let participants listen to examples with double barrelled, either/or or non questions and ask them how they would respond? To show how these questions might put the interviewee in an awkward situation or it gives an open platform to the experienced interviewee to talk about what ever they want. 

All these questions have their place in every interview. Often the 
least-used, and arguably the best is “why”. Why did you not consult 
the community before signing the peace agreement?”

· Don't ask “yes/no” questions like: “Do you agree that...?” You can be left struggling for the next question. Or the interviewee says yes or no and continues talking whatever she or he wants. 

· Don't ask double barrelled questions. “When will the refugees be able to go back to their village and what support will the government provide to compensate them for the loss due to the military operation?” There is a possibility that your interviewee will forget one of the questions. A politician, will just ignore the question he does not like. Worse still, you may be asked “and what was the other question you asked?” - an embarrassing situation for you.

· Don't ask  “either/or” question. Example: “Did the women lose income because no one bought their vegetables or because they could not bring the vegetables to the market due to the ongoing fighting. Possible answers: “Neither, really, or perhaps a bit of both.” and where has that got you? It is an awkward way of asking a question. You are anticipating an answer before your interviewee had a possibility to say something. Just ask one direct question: “Why did the women lose income?” 

· Avoid “non-question question”. This is where the interviewer makes a statement which warrants an opposing response from the interviewee. The danger of using this type of “questions” is that the interview, rather than soliciting information, tends to become a discussion. Or you put the interviewee in an awkward position because she or he does not know what you are asking for. Experienced interviewees might just take the opportunity to say what ever they want and you risk to lose control over the interview. 

· You may have to act as the “devil's advocate” from time to time. It may be necessary to put views contrary to those held by the interviewee, and allow her or him to explain their position. Use questions like: “What's your reaction to the mayor's suggestion that...?”

Write down your questions and decide on a logical order. Then highlight a few words.  As you have already formulated the questions a glance on your paper should bring it instantly to mind. And you barely lose eye contact with your interviewee. Your list of questions allows you to listen carefully to what the interviewee is telling you and more questions might spring to mind. When you have exhausted this aspect, return to your list for the next question. 

Recording with out your headphones is like taking a photo without looking on the display or through the finder or your camera.

Show how to hold the microphone with the distance to the interviewee. And how to put the cable around your hand so the there is not tension on the connecting plug, as this is the most sensitive part for loose contact. 

Let participants listen to an example where there was obviously none or an incomplete preparation talk, because the interviewee did not know whom she was talking to, what was the topic or other things that should not be discussed during the interview but during the preparation talk. 
VII. Preparing Equipment

Just as you and your interviewee must be prepared for the interview, so must your equipment. If you are recording on a portable recorder, it is essential that you check all your equipment before you leave. It is too late – and very embarrassing – to find the equipment is faulty after you have finished the interview. Do a test recording. Do a battery check. If in doubt, replace them. If you are not familiar with the recorder, find someone that can give you a quick lesson on how to use it. If using a cassette recorder, take an extra tape and avoid the longest-playing and thinnest tape, the C-120. The 60-minute tape, is adequate for the average interview.

It is also a good idea to do a test recording on location before beginning the interview proper. This will tell  you if you have the microphone in the right position. 

Always use the headphones. The test recording will also alert you to any sound that may distract your listeners' attention. Avoid location with high levels of background sound – like factories and busy streets. In offices, air conditioning, fluorescent lighting, telephones constantly ringing, and people talking in other offices, can be distracting. Find a quiet corner. Without headphones these destructing sounds might not become obvious to you. 

The microphone, under normal circumstances, should be between 10 and 25 centimetres from the mouth of the person speaking. Closer if you are forced into a location with high levels of background sound. In this case, adjust the recording level to compensate for the voices being closer. Attention close recording often results in a “popping” noise. A foam microphone hood can decrease this “popping” and cut down wind noises across the top of the microphone, which is often a problem when recording in the open. 

Always label your tape, mini disc, etc. Ensure that there is sufficient identification to clearly tell what it is. Such as name and position of the person, date, location, event, and topic.

VIII. Preparing the Interviewee

The preparatory talk before the interview proper is of great importance for any good interview. Sometimes the preparatory talk can take longer than the interview itself. In the preparation talk, you clarify how to introduce your interviewee, name, position, etc. Also agree on the language, will it be English or the local language. Explain the programme context of the interview, who else you are interviewing on the topic, what other information will be given to the listeners, how long the interview will be? Explain that you want short, concise answers.  If, for instance you are looking for the three to four minute interview, six or eight questions can be answered quite adequately in that time. Long rambling answers tend to “turn off” an audience. 




Ask a participants a questions by looking not interesting staring on your paper and ask one by looking interested. Which one motivates the interviewee more to give her/his best. 

Give an example pronouncing one of the participants name wrongly.

Let them listen to an example  where an interviewee did several attempts to interrupt. Ask them how to interrupt better? 

Let them listen to an interview with many disturbing affirmative words, that are unnecessary. Ask how to avoid this words

Show different non-verbal communications signs. 
Depending on the type of interview you will discuss the flow of the interview and the questions. Careful if you discuss the questions with your interviewee, do not let her or him give you any answer. She should save them for the interview proper. Otherwise she might think, she already gave you this information and will just give incomplete answers during the interview proper. In case you discussed the topic at length during the preparatory talk, tell your interviewee to repeat the information during the interview for the benefit of the listeners. 

IX. The Interview Proper

· Sound interested in the topic. Animate your voice. Don't sound like you are reading the questions from a piece of paper. The more interested you sound in what the interviewee is saying, the more likely she or he is given of her best. Look interested – let the interviewee know by the look on your face that you are interested in what she or he is saying. 

· Be forceful in the delivery of your questions. Don't let your voice sound like you are making excuses for asking the question. 

· Watch your pronunciation. Nothing is worse on radio than miss-pronouncing a person's name or getting their title wrong. 

· Ask the interviewee to elaborate on what they have just said, if you feel they haven't explained the point sufficiently. 

· Ask  the question again if you don't think it has been answered. 

· Be prepared to interrupt the interviewee if they move away from the point of the question or keep on repeating themselves. If you interrupt, interrupt at the first attempt and don't stop talking until your interviewee listens to your question. Even the most talkative interviewees have to draw breath from time to time. That's your opportunity to get in with another question. If you keep on attempting to interrupt without really interrupting, it sounds disturbing and might encourage the interviewee to speak faster. Use a friendly phrase like “This is very interesting. As time is running short, I would like to go to touch aspect..” Then ask the next question. 

· Do not say 'yes' or any other word or phrase that infers agreement with what your interviewee is saying . Do not say anything like “ah yes”, “I see”, or “um”, etc. These word-wasting phrases will quickly annoy your listeners. If you feel the interviewee needs some encouragement to continue speaking along certain line, either ask a supplementary question or nod your head. The latter is a silent gesture not apparent to the listener. 

· Use Non-Verbal Communication Basically, it is everything that goes on between you and the interviewee during the interview, other than the speaking. The main forms of non-verbal communication are eye 


Show how fast the microphone is in the interviewees hand if a big man grabs it from an interviewer with his sweaty hands. 

Show how the interviewee grabs the paper with the questions and goes to the next question without letting the interviewer ask the question. 

Ask participants how to wind up the interview?Let them listen to a clean end of an interview and ask them what they think about it. 
contact and facial expression. A silent way of getting your interviewee to say more to a question is to raise your eyebrows. You build up a rapport with the interviewee by looking at her or him. You can also use your eyes to keep control of the interview – to let the interviewee know, without saying anything, that you want to ask another question.  

· Always keep the microphone in your hands, never let it go or hand it over to the interviewee. The microphone means control over the interview. 

· Never let the interviewee have your list of questions or place the paper between both of your. She might just answer to the next question without giving you a chance to ask the question or she might answer them all at once. While the listeners have no chance to hear the questions. 

· Watch the time of the interview. Write down what time you started, so that you know when to bring the interview to an end. 

X. Winding up the Interview

Once you have asked almost all the questions you want to, how do you wind up the interview?

The word “finally” at the beginning of a question will tell the interviewee that the end of the interview is near. Or use phrases like “briefly, then...” or “In summary...” or “in a few words, what...”  They will be a clear indication to your interviewee that time is running out. If she or he has anything they want to get across, she has to say it now. 

The best way to end the interview is to thank the interviewee for taking part. This is the only 'clean' way of ending a “live” interview. If your interview is being pre-recorded then you will probably choose to end on an appropriate comment, rather than a closing “Thank you Ms Enriques for this interview.”

Make sure you got all the relevant information the interviewee had to say. If she or he has to add something, ask the appropriate question and you can edit the answer at the right place later on. 

XI. After the Interview

When you have finished the interview, check to make sure you have a recording. Play back the last few seconds – not all the interview. If you play it all, your interviewee is likely to want to change something. Some interviewees have wanted to do the whole thing again! If you do need to do it again for any technical reason, do it immediately. Don't get back to the office before you discover you have a blank tape for all your efforts. If you do an interview for a second time, do not erase the first one. Usually the first 

At the end of the presentation listen to a short good interview from another workshop to show them it is not that difficult to do a good interview. 
interview is much more spontaneous and interesting than the second one. So you might edit parts of both interviews together.

It is natural for the interviewee to be interested in when the interview will be aired. It is wiser to say that the interview is intended for such-and-such a program and is likely to be used on such-and-such a date. Don't ever promise that an interview will be used. Invariably when you make promises something will happen to prevent the interview being used, and you'll have an angry interviewee on the phone wanting an explanation. 

Bianca Miglioretto

Isis-International Manila, August 2006

Source: Ethnic Public Radio Training Program

              Public Broadcasting Association of Australia
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