INTERVIEWS WORKFLOW
1. Camille sends invitational email 
2. Student signs up in online systems 
3. System sends confirmation email with dates and times for individual interviews 
4. Day before: Interviewer sends confirmation/reminder with email and dates (and name/address of person in case they need to cancel).*
5. interview
6. After interview, interviewer sends a thank you note (email) to participant
INTERVIEW TEAMS
· Each interview is composed of two people -- one is the lead interviewer; the other listens, takes notes, assists, brings $, forms (consent, cash receipt), extra batteries & recorder.
· In the event that we have an unexpected team member absence, we try to reschedule with participant. Alternatively, Camille and Sara may be able to serve as back up. 
INTERVIEW TIPS
· Confirm interview time/location with participant the day before the interview
· Arrive 15 min. ahead of time 
· Test recorder to make sure it is working -- outside of test office/study space/

	Duties
	Lead Interviewer
	Notetaker

	Days before
	· Familiarize yourself with interview questions
· Print copy to bring to interview
	Familiarize yourself with interview questions

	One Day Before Interview  
	Email participant to confirm time and location*    

	

	Day of Interview
	· Bring:
 Consent form and cash receipt (on wiki at https://confluence.cornell.edu/
display/mannltc/IRB+and+User+Studies+forms)

· $20 for participant (BEFORE 3 PM: Pick up cash in admin office. Ask Shirley to open safe or if she isn’t available, Christina or Cindy. Envelope is under the cash drawer.

	Prepare/bring (in laptop locker #2; get key from circ):

· 2 audio recorders**
· Extra batteries
· Laptop
· Pens
· Notepad (optional)

	Immediately after interview
	· Transfer .wav file to laptop and use Dropbox  to transfer to Camille (https://dropbox.cornell.edu/)  or put on external hard-drive/USB stick & place in Camille’s office. FILE NAMING CONVENTIONS: Malt-Int-Year-Month-Day-Interviewees NetID . Note: transferring files will take time.  Alternative: give recorder to Camille/Sara (clearly indicating how many files for one session. Provide interviewee first name and interview time and date.
	

	
	· [bookmark: _GoBack]Facilitator & Notetaker debrief and write up a quick document on main points and highlights of session.   
· Upload document to wiki
	· Facilitator & Notetaker debrief and write-up a quick document on main points and highlights of session.  
· Upload document to wiki


 
*Here’s a sample:

Hi,

Thanks for signing up for Mann Library’s focus group interview on use of Bissett Collaborative Center on Wed. 3/7/12 from 6:00-7:00 PM!   Participating volunteers should go to the Mann information desk on the first floor as you enter the library and will be met by a staff member. If you are unable to attend, please email Camille Andrews at ca92@cornell.edu or call 607-255-8673 before the test.

Thanks again for your help and we look forward to seeing you soon!

Best,
Camille

**PLEASE NOTE: These audio recorders are on loan from Olin & Assessment and are very expensive! Take good care of them. To use them:
· Slide the power button forward and release
· Once it powers up you may be asked to choose a folder where you’ll store the recording. A is fine. Press the play button to select.
· Make sure both the recording volume and the playback volume are on high.
· Press Rec once to prime the recorder. The red light around the button will flash but it IS NOT recording yet.
· When the study participant arrives, press the Rec button again. The flashing red light will turn solid. You are now recording and should see the numbers advance.
· When the study participant has left, hit Stop.
· Slide the power button forward, hold briefly and release to turn off
· To get the recording off the recorder, use the enclosed USB cord to plug the recorder into your computer. Got to My Computer where the recorder should appear as an external drive. Click on the drive, go to the folder you were recording in, and drag the .wav file onto your computer. It’ll probably be huge and might take a few minutes to transfer. 
