Note: This presentation should be conducted by the Project Coordinator
and should be presented to the SPF SIG coalition members who will be
doing the One-on-One Interviews.

For this presentation, you will need copies of the following materials:
-One-on-One Interview Protocol
-One-on-One Interview Guide
-Synthesis Form
-Conducting Interviews Tip Sheet
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Goals for today
• After today, you will understand ...
- The purpose of the One-on-Ones
- The One-on-One process
- The tools
- The ways to protect the privacy of community
members

I
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Main purposes of SPF SIG One-on-one
Interviews
1. Gather information about community readiness
and prevention infrastructure.
2. Build relationships with and recognition of the
coalition among a broad group of community
members.
3. Shape buy-in for future community readiness
assessment efforts.
4. Develop the coalition's capacity in conducting
research interviews.
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Detailed process for coalition members

Conduct
practice
interviews

Carry out
assigned
interviews

Synthesize
own
interviews

Share
information
with
coalition

To complete this process, you will use:
• Protocols
• One-on-One Interview Guide
• Synthesis Form
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After you are initially trained on the tools, practice reading though the
tools individually to get familiar with the layout, structure, and language.
Then practice asking others the questions on the Interview Guide. You
can practice conversing with your family, friends, neighbors, or fellow
coalition members, as long as they are not people on your participant list
who may be contacted for a formal interview by you or anyone else in
your coalition.
Once you have practiced using the tools and feel comfortable with the
practice interviews, you should schedule a practice interview with Wilder
Research. They will be providing feedback during interview to make sure
you are completely prepared to go out into the community. If the practice
interview goes well, then you can begin scheduling your assigned
interviews. If Wilder Research staff feels you are not fully prepared, you
may be asked to practice further and schedule another session with
them.

The opportunities for practice at the training and with Wilder Research
staff are required. You don’t need to memorize the tool, but you should
practice enough times that you feel comfortable and familiar with the tool.
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Here is a screen shot of what the Interview Guide looks like. Please
reference this tool as we review this section. You will practice using this
tool at the end of this presentation.
You will notice that there is a detachable front sheet, a series of questions
to ask during the interview, and a series of reflection questions to answer
after your interview.
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The interview should take about 45 minutes. Scheduling an hour will ensure
that you have adequate time to complete the interview without feeling rushed or
cutting off the discussion.
When scheduling the appointment, you should select a location that is
convenient and neutral enough for the community member you are speaking
with to get there easily and feel comfortable talking openly. In some cases, this
may be a private location, such as an office or a conference room, and in other
cases, it may be a public location, such as a café or a park. To help make the
interview more comfortable, you can purchase a non-alcoholic beverage for
yourself and the person you are conversing with and the coalition will reimburse
you.

Fill out the participant’s contact information, sector, and the background
information about the coalition before you go out for the interview.
Your Project Coordinator will create a short handout about the coalition that you
should provide during the introduction to summarize the background. This
handout should not take the place of the full introduction, but it can provide a
take-away that the participant can follow-along on during the introduction.

Be sure you review the tool and background information a couple of times
before you go to your first interview. Being familiar with the tool and background
will make you feel more comfortable, allow you to answer participant questions
accurately, and help to keep the interview on track.
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Coordinator Note: Please direct the coalition members to the Conducting Interviews Tip
Sheet for this portion of the training.
Before you begin reading the questions on the guide, make sure the participant
understands the purpose of the interview. This will help the participant feel more
comfortable and help you get the most complete answers possible.
Maintain a positive attitude throughout the interview. You are representing your coalition
and you want to show the participant that you are genuinely interested in what he/she
has to say. If you are positive, then the participant will want to engage with you more.
Because this is a interview, it may be tempting to exchange thoughts and opinions
between yourself and the participant. Remember that one of your goals is to learn what
that person thinks. If you share your thoughts, you may sway what they tell you and you
may make them feel less comfortable sharing their own opinions.
Similarly, try not to express your reactions to what the participant says, either verbally or
non-verbally. Even if you don’t agree with what is said, you are there to hear the
participant’s thoughts and all opinions shared are important for you to learn. You want to
make the participant feel as comfortable as possible during the interview, so remaining
neutral is a great way to do that.
Keep in mind you are having this interview because of your professional affiliation with
the coalition. Remain professional during the interview in order to demonstrate the
professionalism that the coalition represents. Refrain from sharing personal stories or
experiences with the participant so you don’t set the tone for a personal exchange.
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Some people have a very hard time verbalizing their thoughts. It can be
especially difficult for participants to express their thoughts clearly if the
topic is sensitive or if they have very strong feelings about the topic. The
best way to handle a participant who is having a hard time expressing
themselves clearly is to offer to give them a minute to think about their
answer (and tell them that is what you are doing!).
It’s okay if the participant doesn’t know an answer or chooses not to
answer. participants sometimes say “Don’t Know” because they didn’t
understand the question, didn’t hear the entire question, or are not sure
how to answer. If someone says that they “don’t know” an answer, probe
at least once. Reading the question again can be effective.
It’s common to get a participant who goes on and on. At that point you
have to work to stay on track. The nudges on the next slide can be
helpful in moving a participant along.
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Note: “Nudging” does not mean you are directing them to an answer. Must be
neutral.
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Effective probing requires that you know enough about the topic to know
when and where more information would be helpful, and conversely,
when and where more information is not needed.
On the other hand, in some cases you may “play dumb” by asking the
participant to explain something that you actually know about already, in
order to get their perspective on the issue or to get information about the
words the participant uses when thinking about the topic. This technique
should be used in moderation, since some participants may be annoyed if
they think the interviewer doesn’t know enough about the topic to conduct
the interview.
Coordinator Note: Please refer to the Conducting Interviews Tip Sheet for
examples of probes. This may be a place to pause, practice, and ask
questions.
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Even if you have not asked all of the questions, once you get to the end
of your scheduled time with the participant, let them know that, to be
respectful of their time, you would like to wrap things up. Give them the
option of talking longer if there are still questions that have not been
answered.
Before you leave, make sure to complete any other “housekeeping”
tasks, such as getting their contact information if they would like to be
contacted by the coalition.
Thank the participant for his/her time
After you leave the participant, take time to fill out the reflections page
based on your thoughts about the interview. This should be filled at as
quickly as possible after the interview so the information is still fresh in
your mind.
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Here is a screen shot of what the Synthesis Form looks like. Please
reference this tool as we review this section. You will practice using this
tool at the end of this presentation.
You will notice that there are spaces for writing answers to the multiplechoice questions, spaces for summarizing answers to open-ended
questions, and a series of reflection questions to answer after your
finished filling out the rest of the form.
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After you have completed all of your assigned interviews, you will use the
Synthesis Form to summarize what you heard.
If you talked to people representing different sectors, then fill out one
form for each sector, and if you talked to people from the same sector in
distinct sub-communities (such as separate school districts), then
synthesize the information based on both sector and sub-community.

Remember that you want to consider the patterns that you saw across
ALL of your interviews from a particular sector. You will have too much
information to focus on only one interview at a time, so look at what you
heard from all of the people within a sector you talked to.
Start by counting the number of people who gave each multiple choice
response (such a “A lot” and “Not at all”). Enter the total number who
gave each response on the line next to the relevant response on the
Synthesis Form.
Next, respond to each of the questions about the themes you heard
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during your interviews. There are instructions that direct you to specific
questions in the Interview Guide where you may find relevant information, but
you can use anything you heard during the interview to answer the questions.
Again, remember that you want to think about what you heard across all of your
interviews within each sector, not just from some of the individuals within that
sector.
After you respond to all of the questions about common themes, reflect on your
overall findings.
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When responding to the questions about themes, please keep in mind
these definitions of themes.
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Give a copy of the completed Synthesis Forms and One-on-One
Conversation Guides to Wilder Research (or your coordinator to send to
Wilder) at least three weeks prior to the meeting in which you will be
discussing the results. You may choose to send Wilder Research an
electronic copy or a mailed copy, though you should factor in transit time
if opting for mail. Please also be sure to bring a copy of the form with
you to the coalition meeting in which you will be discussing the results so
you can reference it during the facilitated discussion.
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At an upcoming coalition meeting, you will be asked to share what you heard during your
interviews. An evaluator from Wilder Research will join our meeting to help facilitate a
group interview.
For this interview, you will use your Synthesis Form primarily. There will be a lot of
information to share from all 75 interviews. Before the interview, it may be helpful to
prioritize the information on your Synthesis Form so you can make sure you have time to
share the most important things you heard.
While sharing what you heard, be careful that you protect the privacy of the people you
spoke with. This can be done in three ways:

1) When describing participants’ responses, avoid including potentially identifying
information about the participants. Identifying information could include their job title,
place of employment, family composition, age, race, religion, etc.
2) Focusing on overall patterns rather than individual responses.
3) Reporting diverse perspectives that you heard without including your personal
reactions or responses to the findings. The goal is to reflect what the participants think.
Finally, you will want to take the information and think about how it fits with other
information you have to develop action steps and plans for future discussions. You want
to make sure you use the information that you heard to improve the work of your
coalition, so this will require thinking strategically about how the information can be used.
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Questions?
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Now please read through the One-on-One Interview Guide so coalition
members can become familiar with it and ask questions about it. You can
read through it as a full group or in small groups by having people take
turns reading the questions, or you can have coalition members pair off
and practice the full interview with each other.
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