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Before you start:
• Establish a time which is mutually convenient. You may have to rearrange and be persistent

• Decide on a way of recording what is said. You can:

  - Write notes by hand.

  - Type notes as you talk. It’s useful to have a hands-free phone or a headset.

  - Record your conversation on your phone or using a voice recording device.

A note on recording:

•  You must ask permission to record the person you are talking to. Make sure they know that the 
recording is only for your use.

•  Do not use the recording for anything other than to remind you what was said. Do not upload any 
of it online or play it to anyone else.

•  Transcription is dull and time-consuming, and your calls might be quite long. You do not have to 
transcribe but bear in mind whether you think you will need to.

•  If you are going to use anything that is said you to for e.g. a report or testimonial, you should ask 
the person you’re talk to for permission, and share with them what you’re going to use.

• Prepare questions in advance. 

• Use open questions (where, what, why, how, etc.)

• If you ask extra, spontaneous questions, make a note of what you asked.

• Do not ask too many questions.

• Listen. Do not talk too much, except to ask for clarification.

•  If the person you’re speaking to gives you some negative feedback, it’s a good opportunity to explain, 
apologise if necessary, provide restitution if necessary (e.g. a discount) and thank them for their help 
in spotting a weakness.



 

www.culturechallenge.co.uk

TELEPHONE 
INTERVIEW GUIDE

Suggested Questions:
You will probably have questions specific to your practice and to the event (for instance, if something 
went wrong, or something unusual happened), but these are some suggestions to gain an overview 
of opinion.

QUESTION NOTES

“What do you think the impact of the workshop was?”  This goes beyond whether they enjoyed it – it’s about what 
effect the workshop had on the participants.

“Was the workshop useful for your curriculum aims, and if so, 
how? How can I improve that?”

“Was the level of activity suitable for your group? Was it too 
easy or too hard?”

“Can you give me any guidance on how to improve my 
workshops? Can I improve my workshop leadership skills?”

Bear in mind that the answers to this question can be very 
specific to the participant group.

“Were there any moments that surprised you?” 
E.g. the way a particular participant responded, or the 
results they achieved?

Unexpected outcomes can provide very valuable 
information. E.g. You may find your work gets through 
to particular types of participant with issues such 
as confidence, literacy issues, learning difficulties, 
and so on.


