Steps to Doing the Interview
This is intended to help you as you begin your work – These are simple steps that lay out what will be expected of you, where you need to send materials, etc. 
Who videotapes? If you are able to, get someone to handle the video camera as you conduct the interview.  It’s certainly possible to do it all yourself, but it is helpful to have another set of eyes and ears – and also to be able to concentrate fully only on the interview itself, without worrying too much about the technology.

How to position the camera? Generally, from the waist up, or fully on the face works best. The interviewer should not be in the shot. It is the interview subject in the shot, looking directly at the interviewer, who should be sitting next to the camera.  For a fuller explanation of this, check out: http://www.lib.utexas.edu/voces/training-video.html
Where to put the microphones? Ideally, you have a lavalier microphone for the interview subject. Conceal it as much as possible, under clothing if possible. 
What you will need:

1. A high-quality video camera and tripod

2. 2 external microphones (to ensure broadcast-quality audio)

3. The AEJMC Diversity OHP Consent Form 

4. The AEJMC Diversity OHP Question Guidelines (it starts with an important pre-amble that provides oral consent, and establishes the date, location, the people involved)
5. If possible, a photo scanner to digitize at a high resolution historical photographs of the interview subject’s work  

Interview selection:
1. You have claimed a person from the list that the AEJMC Diversity OHP committee came up with. Please contact that person, explain what we’re doing, and set up an in-person interview. Ask if they have photos and any other documentation that will be helpful for the archive.
2. Send them a written confirmation of the interview appointment (yes, we all forget to mark our calendars).

3. Call or send an email reminder of the interview the day before.
The interview:
This is the fun part, of course. You have a basic questionnaire.  Details details details—whoever uses this interview in the future will love to get those details. 

Please make sure to get the consent form signed – and you need to sign it, too. This will be sent to the OHP coordinator. 

Questions we need to address?

1. Index? Transcript? 

2. Who do we send the materials to? 

3. Prioritizing the interviews

4. What format do they need?
