Culture Workshop Team - Interview Tips

      The Culture Workshop team will be made up of a Facilitator, a Junior Officer and Chief Petty Officer from another squadron.  The first morning of the Workshop, each team member will conduct informal interviews.  There are no set questions or predetermined order of topics.  This type interview usually yields more information about an individual’s opinion and reactions to his work environment.  Look for trends as you talk with people.  

The following are points to consider when conducting interviews:

· Open the interview by introducing yourself followed by “small talk” and the purpose of the interview.  Be sure to note that you are there at the CO’s  request.

· Make an effort to develop a relationship that puts the interviewee at ease.

· Questions should be worded so that they will not be answered “yes” or “no”.  The interviewee should be given a chance to talk.

· Do not show approval or disapproval, by word or expression, of command policy or practices. This may tend to slant the interviewee’s future responses/comments. 

· Do not take notes in front of the interviewee.  Wait until after the interview if you need to keep notes.  (Notes will be destroyed before leaving the squadron.)  

· Discreetly broach any areas of concern from previous interviews.  This will assist in identification of problems that may be systemic in nature. Never divulge the source of previously mentioned concerns.  

· Do not to interfere with command activities when selecting interviewees.

The following list includes of some of the subjects that you may want to address during the interview.  Although not all inclusive, it represents some known influential subjects.
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