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Dress appropriately, lnother words, use good judg-
ment.

Introduce yourself before you do anything else.
When you interview people outside the school, state
your name, school, publication and purpose.

Be courteous. This does not mean that you cannot
be persistent when you are looking for a straight
answer. Remember, though, that a negative atti-
tude on your part may hurt future contacts with
someone. At the same time, however, vou are not
expected to take verbal abuse from the person you're
Interviewing. %

Do not interrupt or talk too much about vourself,

Stay within the subject, unless the interviewee di-
gresses and you see a more interesting or impor-
tant story materializing.

Within reason, dan't allow yourself to be the one
who starts answering questions. Remember, vou're
the reporter.

Don't begin with the most important questions un-
less you're in a hurry. Put the subject at ease with

some easygoing but good questions that start the
conversation moving.

Observe facial expressions, mannerisms and ges-
tures. Observe the surroundings. Observe the
interviewee's silences as well as his or her talkative
moments. Write down any of these things that you
think might be useful to include in your story.

Write down as many direct quotes as you can that
seem likely to be used. But make sure you write
down exactly what the person says; if it's even

a little mare slowly. to repeat gomething or to spell
an unfamiliar word.

M. )Get the interviewee's phone number in case you

have to check a fact or obtain additional informa-
tion.

Check the spellings of all proper names, not only
when the correct spelling is unfamiliar to you,
but when a name has two or more possible spell-
ings (Robin or Robbin, Steven or Stephen; Cathy
or Kathy: Cohen or Kohn: Elmann or Ellmann).
Place a small check mark in pencil over each name
n your typed copy to indicate that it is the cor-
rect spelling.

Do not volunteer ta show the interviewee a draft
of the story before it is printed. If he or she asks
to see the story before publication, say that it is

~ not the paper's palicy to show articles before pub-

lication, but offer to read back your notes right
then and there so that the interviewee may add
or change something if he or she wishes.

When the interview is over, thank the inter-
viewee.

1f you take photos, make notes on what or whom
they are of, and keep these notes in proper se-
quence. If you are photographing one or two
people with whom you are talking, it is, naturally,
polite to request their permission. [fyou are cov-
ering a speech or meeting, however, you need not
ask anyone's permission.

Telephones are a reporter's right arm. Don't hesi-
tate to call people back to check or verify. Tele-
phone sources whom you may not have the op-
portunity to speak to face to face. 14, pou putette



