
Interviewing- Who do I ask?

You could literally walk in the halls right now and 

interview someone and tell his story. It doesn’t 

matter who he is or what he has done.



Interviewing- What do I ask? 

• Determine – Why this person? Who cares?

• What do I want to know?

• What angle might my story take?

• What research can I /should I obtain prior to 

interview?



How Do I Start?

Begin with creating

the questions.





Question Types 
• Stock question

– Works for a lot of situations. You have 
plenty in stock.

• EX: What should our audience know 
about ----? Why?

• Why does --- interest you?
• Yes-no question

– Avoid if possible
– Good for poll

• “est” question
– Not a great question, but can be good.

• EX: Who is your greatest competitor? 
Why?

• EX: Describe your proudest moment.  
• Start question.

– EX: How did you initially begin ----?  
– What happened?  

• Obstacle question.
– What challenges do you think the team 

faces this year? Why?
– How were you able to overcome ----?   

• Goal question.
• EX: What do you hope to accomplish in 

your role as ---? 
• How do you think the team will do against 

----? 

• Follow up question
• May come immediately after a source has said 

something.
• May follow unexpected info.
• May be needed because a story angle was 

changed because you found out something that 
surprised you.

• EX: “Why?” Probably one of the best 
follow-up questions.

• “Why?” does not always apply.
• Proves the importance of the recorder. So you 

can listen, write, and think about a follow up 
without missing a beat.

• Open ended question
• Does not allow for a yes/No answer or a limited 

answer. 
• Often does not include a choice of answers 

(Clinton or Trump)
• Provokes thought.
• Encourages well developed answers
• Focuses on source, not reporter

• Solution question.
• Promotes a Call to Action
• Implies that something can and should be done.

• Ex: What can students do about ---?
• How can all students ----? 



OK, Now What?



Why have an in-person 
conversation?

• It’s easier to establish a relationship and 

build trust face-to-face.

• You can note facial expressions, body 

language and tone of voice in person.

• You can make observations for 

background and context. 

• Sources are usually more comfortable in 

their own environment.



What if in-person isn’t possible?

● Phone

● Email

● Skype

What are the pros and cons 

of each?



Handle with Care

Texting, social media messaging, chats, email and other 

electronic communications:

• Use for setting up interviews, follow-up or fact-checking 

— but not for actual interviewing

• Verify identity and authenticity of the person answering 

text or email (call to confirm)



Interviewing



Before you RESEARCH and WRITE 
QUESTIONS, you must ask yourself:

• What do I know about my topic and the story I 

think I’ll write?

• How do I know what I know?

• Where should I go to find out more?

• Who will be the best sources for my story?

• How can I find experts on my topic?



Next, do your research.

Preliminary research will help you …

• determine a story angle

• decide who to interview

• gain background knowledge of your sources.

What resources should you use 

for research?



Then, develop your questions.

Write to avoid a 

simple yes or no, or one- or two-word 

response.

Ask questions that will make your source 

answer with an in-depth response. 



Develop Your Questions 

Plan ahead: Your first questions should create a 
comfortable, conversational tone. 

Your first questions should prompt your sources 
to open up and invite them: 

• to speak anecdotally

• to share information about themselves

• to tell you what they know about the focus of 
your story.



Developing Questions (con.)

Write a LOT of questions. Create a long list; 
prepare questions on everything you can think of 
that comes up in your research.

But do not expect to ask them all. 

Listening is critical.

Be ready to ask an unprepared question 
when you get an unexpected response. 



Last question of every interview?

“Is there anything else that I should know?”

Check with source about accuracy of story. 

Have source sign the interview sheet. This must be 

shown to editor and handed in to me prior to printing.

Do not tell source he or she can see story before it 

runs to give his/her approval.

Interviewing



Three Tips

1. Do your RESEARCH.

2. Ask OPEN-ENDED QUESTIONS:            

Why? How? What happened?

3. LISTEN to the answers! Then ask FOLLOW-
UP questions.



Before You Go . . .Check Your Tech

Whatever equipment you use, make sure:

• batteries are charged.

• memory card is in camera, phone or recorder.

• the environment is conducive (not too much 

background sound or bad lighting).

• pens have ink.

• reporter’s notebook is at hand with prepared 

questions.



Before the Interview

• Visualize what will take place. 

• Practice asking your questions and anticipate 

types of responses you might receive.

• Know who you are going to interview and 

where you will find that person.

• Set an appointment for a formal interview.



It’s Time



Conducting the Interview

Let the sources know how you will record 

the interview and why you will record it 

using those methods. 

In some states, you must legally get the source’s 

permission on tape (or memory card) before 

you record him or her.



Conducting the Interview

• Start with an informal chat.  

• Ask your source to spell his/her first and last 
name.

• Ask adults what title they want to use.   

• Let the source tell you about his/her role in 

the story.



Conducting the Interview

• Get a conversation going. 

• Take notes, especially of things the source says 
that are good quotes.

• Observe the source and make notes about the 
environment. 

• Ask questions about things you see.

What might you learn about a 

source from his/her 

environment?



Conducting the Interview

• Listen carefully. 

• Rephrase answers for clarification. 

• Be ready to ask follow-up questions.

• As interview concludes, always ask: “Is there 
anything you’d like readers to know?” Or “Is 
there anything I forgot to ask?” 



Concluding the Interview

Get contact information – an email or cell phone 
number.

Explain that you may call for follow-up questions 
and to double-check the quotes you use in the 
story.

Checking facts is essential. Read back quotes to 
check for accuracy – not to allow sources to 
change their story. 



Transcribe the interview 
and highlight your notes

• Transcribe recorded interviews as soon as 

possible. Generally, you will NOT transcribe 

the entire interview – that takes too much time!

• Use your notes to decide what quotes you will 

need. Highlight your best quotes.

• Go to the essential responses you will use in the 

story and transcribe those.

• Be accurate and prepare copy-ready quotes and 

paraphrases. 



Final Notes 

• The interview is the key to fresh, timely, 

original journalism. 

• The more you interview, the better you will 

become at it. 

• Keep asking questions! 

• Be curious. 

• There are untold stories walking the 

hallways of your school. Go get them!



Interviewing Steps
Rule #1:

• Go to the primary source.  Shake hands Before and After interview. Even with 
friends.

• Check how trustworthy or accurate the source is. Talk to secondary sources, 
research, gather data.

If your mother says she loves you, check it out.- journalism mantra 

Rule #2

• Use a tape recorder to capture each word, but do not trust that recorder will work. 

• Write the source’s responses as well.  Review answers with source.  Have them sign 
interview sheet to verify.

Rule #3 

• Do your homework. Research info about topic, person, issue, what others are 
saying. Have 15 plus questions ready.

Rule #4

• Toss prepared questions aside if source reveals info more newsworthy than original 
story.

Rule #5

• Use your power of observation skills. You are a journalist. Pick up on visual clues. 
Read into people.

Rule #6 

• Relax and have fun. The more relaxed you are, the more confidence you will instill 
in your source and the better interview you will have. 


