Centres of Excellence Semi-Structured Interview Process

Gerry Howie

Record in Semi-structured interviews log
Contact person to be interviewed for
availability

Match with interviewers (if suggested not
available, clarify with JU or AF

Confirm meeting location and/or book room
Issue Outlook Invite to attendees

Send interviewers the blank proforma to
complete

Update Semi-Structured Interview Log with
meeting and attendee details

Save completed proforma (+ reminder to
follow up with Interviewees for any
amendments in a week)

Ensure Interviewees are added to the
Master Stakeholder List

Check notes for any requested follow-on
interviews (clarify details with interviewers)

Amy

Add any relevant library information
to Interview Template and send to PA

Interviewers

Carry out interview

Review the pre-reading in the blank proforma

Type up notes and send to Intervieweesto

review, cc Gerry Howie and Amy Fellows OR

give handwritten notes to Gerry to type up




