Start Strong Interview Manual


Welcome to the Start Strong program. Your participation as an interviewer is important to the project and very much appreciated. From these interviews, we hope to get a qualitative, in-depth assessment of the staff and parent perspectives of the program and their views on walking to school and school breakfast so that we can modify and improve the program for the future. This document will go over what is expected of you as an interviewer, how to conduct your interviews, and some tips and tricks to successful interviewing. Here is a description of the program for your own knowledge and for use as a reference when participants are unfamiliar or ask you about the program:

Start Strong is a program working to combine walking to school with healthy breakfasts in order to enhance student health and build community involvement in your elementary school.


There are two types of interviews that will be done for this project. The parent/guardian interviews will be done over the phone and the teacher/staff interviews will happen in person. Included in this packet are separate scheduling scripts and questionnaires for each along with a copy of the voucher sheet. If you have any questions about the program or the interview process, feel free to contact us.



Start Strong Program questions: Mollie Greves – greves@u.washington.edu


Each person you contact should have received a letter in the mail about the program. This letter was passive consent meaning that action had to be taken for them not to participate. Some of the people you call may not remember the letter or may never have read it. Be prepared for questions like “How did you get my number?” and “What is Start Strong?”.


Each interview will take about 20 minutes to complete. Respondents can choose to stop the interview at any time. The interviewer will take notes during the interview, but will not audio or videotape. Only the research team will have access to the notes, there will be no identifying information on the notes (like a name or address) and  an identifying number will be assigned.


It is a good idea to practice the interviews before working with an actual participant. We will be doing that today to give you a good idea what to expect.

Interviewer Responsibilities
· Contact participants to schedule the interview

· Conduct the interview in a professional manner at the time indicated

· Follow the scripts as closely as possible for validity

· Accurately record legible answers on the provided sheets for each interview

· Keep the information you receive confidential (See confidentiality section for more information)

· Make sure your respondent will get a voucher (see details under each interview type)

· Return your interview notes after completing your interviews for analysis

Scheduling an Interview

· Ahead of time:  practice the script, know your respondent’s name, and have your schedule available for setting up interviews

· Identify yourself and determine you are speaking with the intended respondent

· Be ready to describe the program if the respondent has not heard about it

· Be prepared to do the interview immediately if it is a good time for the respondent

· Be flexible in scheduling – the respondents all have busy lives and are helping the program by giving their time and feedback

· Record the date, time, and name of the respondent once the interview is scheduled

· Be courteous and thank them for their time

In-Person Interviews

· Ahead of time: practice the questions, know your respondent’s name, and have vouchers on hand

· Dress professionally and be on time

· Introduce yourself

· Make eye contact

· Make sure it is still a good time to do the interview. If not, thank them for their time and reschedule.

· Establish a comfortable environment to conduct the interview

· Sit about 3 feet away from your respondent

· Ask the questions as listed and write down responses accurately in the space provided

· If the respondent does not know about the program, the paragraph about the program included can be recited to them.

· Have a feel for the questions so you can make eye contact throughout the interview

· Do not give clarifications that are not already in the script. The respondent should answer the question in the way that it makes sense to them.

· At the end of the interview, give the respondent a voucher and have them sign for it

· Return the signed voucher receipt to the voucher administrator

· Return your interview answers for analysis

Phone Interviews
· Ahead of time: practice the questions and know your respondent’s name

· Call at the time you set up

· Be courteous

· Introduce yourself and remind them of the interview

· Make sure it is still a good time to do the interview. If not, thank them for their time and reschedule.

· Ask the questions in the script and write the answers in the space provided

· If the respondent does not know about the program, the paragraph about the program included can be recited to them.

· Do not give clarifications that are not already in the script. The respondent should answer the question in the way that it makes sense to them.

· On the separate voucher sheet, write down the respondent’s name and address

· Return the name and address to the voucher administrator so that they will receive a voucher

· Return your interview answers for analysis

Dealing with Questions

· Anticipate possible questions and have responses ready, common questions might be:

· Who are you? I am a university of Washington student working with the Seattle school district.
· How did you get my name and number? We obtained a random selection from the school district.
· What is this for? To assess the Start Strong Program in your child’s school.
· What good will this do? Your input will help Seattle Public Schools, the University of Washington, and others interested in improving the nutrition of children and their families learn about effective school based programs.
· How will you use this information? This information will help us to create effective interventions within schools.
· Who is paying for this? University of Washington and Seattle Public Schools are working together.
· How will this information be kept? We will take notes during the interview and only research teams will have access to these notes, which will be kept in a locked file cabinet. Your name and any other identifying information will not be kept on the notes and these notes will be destroyed June 30, 2007.
· When responding to questions interviewer must be their most engaging, reassuring, friendly and knowledgeable.

· Interviewers must never offer his or her own definitions, interpretations, opinions or experiences, so they do not bias respondent’s answers.

· If a respondent does not understand a question or asks interviewer to explain meaning of a word or phrase, the interviewer should reread the relevant part of the question aloud again and ask respondent to answer to the best of his or her ability based on what he or she thinks the question means.

· Interviewers should never interpret or define anything, unless the questionnaire specifically provides definitions.

· Remember that these interviews are only conducted with the approval of the parent or staff and they are free to decline. If they refuse thank them for their time and move on.

· If a staff member asks if the interview can be done over the phone instead of in person let them know that is not possible as in person interviews is the research method we are using and for accuracy all interviews must be conducted in the same manner.

General Tips

· Identify self and determine you are speaking with intended respondent

· 1ST impression sets tone for all subsequent interactions- listen to determine if respondent is losing interest, has misunderstood a question, or is hesitant to respond to a question. If you sense that respondent may be reacting to listed situations take appropriate steps to remedy the situation that prevents the respondent from terminating the interview and guarantees that information collected is not biased or untrue.

· Read each question at an even pace as it is printed on questionnaire, paying attention to punctuation. When the interviewer reads the questions properly the respondent can more easily tell when he or she is expected to respond.

· If a person tries to respond before the end of a question ask respondent to wait until interviewer has completed the reading of the question, because he or she has been instructed to read all questions completely. People often do this when they assume what the question is, which may be incorrect.

Ex. “Please wait to respond till I finish reading the entire question, as I have been instructed to read all questions completely before gathering answers.”
· Use non-committal responses such as “I see”, “Uh-huh” or “that’s interesting” so respondents feel as though they are being heard.

· If respondent starts to take conversation off subject or elaborates too much. Interviewer should get individual back on track.

Ex. “We have questions later in the interview to        address this. I will continue now and get your responses then so I don’t miss any information.
· If it appears that an answer does not seem to make sense the interviewer should read the entire question again and say”

“I think I made a mistake, let me read that question again.”

· If respondent does not give exact answer, interviewer must obtain a specific figure. If you must probe, indicate in results.

                  Ex. “How often does your child walk to school?



      “Once a week or more”

“Would you say closer to once a week or more often        than once a week?”

Characteristics of a Good Interviewer

· Likes people and is genuinely interested in others 

· Outgoing without being overwhelming 

· At first contact reveals friendly personality and pleasant speaking voice

· Has good “people skills”

· Has ability to sense others reactions

· Enunciates clearly and talks at a comfortable pace

· Speaking style is free of “uhs”, “ers” and “ums”

· Speaks without hesitation

· Has ability to read well and read well aloud

· Can write legibly

How to Take Notes

· Make enough copies of the questionnaire for each interview you will conduct

· Record the respondent’s answers as accurately as possible in the space provided on the questionnaire

· Have extra paper in case there is not enough room for an answer

· If you use shorthand or have illegible handwriting, rewrite or type up the answers before turning them in

Qualitative Research


Qualitative methods usually refer to the systematic collection and analysis of descriptive subjective information. Qualitative data provide more depth and richness of information than is usually obtained through quantitative methods. These data are typically collected as open-ended narrative that do not try to fit program activities or peoples' experiences into predetermined, standardized categories such as response choices typically used in questionnaires or tests. Qualitative methods are considered appropriate for describing the diversity and unique qualities exhibited by programs or individuals within the programs. Start Strong is using this method to get a wealth of information from its respondents.

Confidentiality


Research is important to the learning of not only principle investigators, but also the population at large.  Despite this, in order to conduct research the element of trust between the investigator and participant need to be maintained by keeping all personal information confidential.  Throughout all interviews, discussions, and any documentation remember to follow confidentiality principles.

· Do not discuss a participant’s identifying personal information in public places.

· Be careful about sharing confidential information via email.  Unless you can vouch for security of the email correspondence, do not send it through this route.

· Carefully destroy any information you have at the end of the study which can be linked back to the identity of a particular participant. 

Human Subjects


The IRB exists to protect the rights and welfare of human subjects in research.

The Start Strong School Breakfast and Walking Program has undergone review by the IRB which means that the study follows the principles regarding research put forth by both federal and state laws as well as by institutional policies and ethical principles.  An IRB review is often necessary when working with human subjects.  This can be defined as any study involving living human individuals from whom an investigator gains data through an intervention or interaction and gathers identifying information.
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