Interviews as a method for MEL evidence collection: key considerations and examples of information to provide and types of questions projects may wish to use when using 

Introduction
Introduce yourself and the purpose of the interview

Data and confidentiality
It is important to share with and get consent from interviewees about how any information you collect during the interview will be used and stored.  If you are going to collect, use and store any personal information for interviewees, you will need to ensure that your processes for doing this are compliant with the UK Data Protection Act 2018 (DPA) and the EU General Data protection regulation 2018 (GDPR).
You need clearly state and get consent from interviewees if you want to identify them and any views they share in any notes/transcripts of the interview and or any MEL analysis/reporting. 
If you decide not to attribute any contributions from interviewees, in which case you may wish to use something along the following lines to describe this to the ‘Your contributions to this study are strictly confidential and will not be associated with your name without your explicit consent. Where we quote you directly, we will ensure your responses are reported anonymously. This means they will not be directly attributable to you.’
Ensure you get the interviewees consent for the above before proceeding with the interview.

Interview questions
Warm up
It can help an interviewee relax if you use a warm up question, such as:
Can you begin by telling me a little bit about yourself?
Can you tell me what your interest is in, e.g. climate change/food growing/nature?

Project specific questions
These will vary depending upon what you are wanting to find out.  Below are just a few examples of types interview questions, that can be adapted to fit your project/what you want to find out, or you may wish to write your own questions:
· Have you accessed/used any information provided by X project
· Did you find the information useful?
· Did the information you used/accessed help you do anything differently?
· If so, what was this? 
· Are there any improvements that could be made to the information provided?
· If, so please describe

· Have you been involved in any OVCA events/training/activities?
· If so, which ones?
· Why did you get involved?
· What did you learn from/enjoy about the events/training/activities?
· Is there anything you will do differently as a result of the event/training/activity?
· Is there anything about the event/training/activity you think could be improved?
· If so, please describe

Wrap-up
Ask the interviewee if there anything else they would like to add that you haven’t had the opportunity to ask?
Explain what will happen next with the information they have provided, e.g. if it will be used in a report, when the report will be produced and if they will receive a copy of the report.
Thank the interviewee for their time.

Notes for interviewers
- Ensure questions are asked in an open-ended manner to encourage detailed responses.
- Be prepared to prompt participants gently for elaboration if responses are brief.
- Listen actively and empathetically, acknowledging the participant's experiences and concerns.
- Adapt the flow of the interview as needed to engage with the participant's unique perspectives and experiences.
- Rephrase questions and terminology it necessary, to ensure the respondent understands what is being asked. Avoid unnecessary jargon.




