Interviewing Techniques and Questions
	Use the following interviewing techniques to enhance and complete your interview process. The following techniques are associated with building rapport, active listening and asking the appropriate questions. If you are familiar with another technique that works well for you, please feel free to use that also. 



	Pay attention

Give the speaker your undivided attention and acknowledge the message. Recognize that what is not said also speaks loudly. 

· Look at the speaker directly. 
· Put aside distracting thoughts. Don’t mentally prepare a rebuttal! 
· Avoid being distracted by environmental factors. 
· “Listen” to the speaker’s body language. 
· Refrain from side conversations when listening in a group setting. 
	Show that you are listening

Use your own body language and gestures to convey your attention.

· Nod occasionally 
· Smile and use other facial expressions
· Note your posture and make sure it is open and inviting
· Encourage the speaker to continue with small verbal comments like yes, and uh huh

	Paraphrase

As a listener, your role is to understand what is being said. Paraphrasing is the restating of the perceived meaning of the speaker’s message by using your own words.

· What I believe you said was… 
· If I am wrong, please correct me but I understood you to say… 
· In other words… 
· As I understand it…
	Clarify Points

Clarifying point’s lets the witness (interviewee) know that the message was not immediately understandable.

· I don’t understand… 
· Could you please explain… 
· Please repeat that last part again… 
· Could you give me an example of that… 

	Summarize

Summarizing helps the interviewer compile discrete pieces of information and form a knowledge acquisition session into a meaningful whole.

· To sum up what you have been saying…
· What I heard you say so far… 
· I believe that we are in agreement that… 

	Reflect Feelings

Reflecting mirrors back to the speaker the feelings that seem to have been communicated.

· You seem frustrated about… 
· You seem to feel that you were put on the spot… 
· I sense that you are uncomfortable with…” 






	Ask a variety of types of questions

	Open-ended questions
You don’t supply the information - you want to find out what the witness knows
Examples:
· “What PPE is used when using that piece of equipment?”
· “How high is that roof?”
· “What chemical is in that pipe?”

	Directed questions
You get the witness to focus on a specific subject, without biasing the answer.
Examples:
· “Did you notice any PPE?”
· “Do you know the height of the roof?”
· “Do you know what runs in that pipe?”


	Specific questions
Used to get specific information. 
Examples:
· “Did you notice if John was wearing   PPE?”
· “Did you know the height of the roof?”
· “Are you aware of what type of chemical runs in that pipe?”

	Summary questions
Used to help witnesses organize their thoughts and draw attention to possible additional information.
Examples:
· “You stated that John was not wearing PPE, correct?”
· “You stated that the height of the roof was 10 feet, correct?”
· “You stated that chlorine runs in that pipe, correct?”



	Be Curious!
· Start asking questions.

· Ask the "next question".

· Ask follow-up questions, based on what you hear.

· If you forget to ask something, go back and ask it.






	The following types of questions may be used to find answers regarding exposure, duration, and employer knowledge and hazard information. Please note these are general questions and may need to be modified to determine specific details during the inspection. 




	Ask a variety of questions

	Who?

· Who did this?
· Who is responsible for the accident/incident?
· Who was in charge?
· Who had the authority on the job?
· Who was/is involved?
· Who is usually involved?
· Who was there?
· Who else was there?
· Who saw what happened?
· Who else knows about it?
· Who else can confirm that?	
	What?
· What happened?
· Has it happened before? 
· What usually happened?
· What did you see?
· What did he see?
· What was supposed to happen? 
· What went wrong?
· What are the current conditions?
· What was this like, before?
· What do you usually do?
· What is the purpose of (this equipment, this tool, this procedure, etc.)


	When / How?
· When did it happen?
· When did you first notice it?
· When did these conditions change?
· When were you here? 
· When did you get here? 
· When did you leave 
· When was he here? 
· When did he get here? 
· When did he leave? 
· How long did it last?
· How long was this here?
· How long was this like this?
· How long was (that thing) here?
· How long were you here?
· How long was he here?
· How often does this happen?	[image: ]
· How many times has this happened?
· How many times has he done that?
· How many times have you done this? 
	How?
· How do you know?
· How did you do it?
· How did you get there? 
· How did you get up there? 
· How did you get in there?
· How did you get out of there? 
· How did you get off there?
· How does it usually happen?
· How do you usually do it? 
· How does he usually do it?
· How did that get here?
· How did that get that way?
· How do you know?
· How big was it? 
· How long was it? 
· How tall was it? 
· How deep was it? 
· How wide was it?
· How close were you? 
· How close was he? 
· How close were they?


	Where?

· Where did it happen?
· Where were you when it happened?
· Where was he when it happened?
· Where was that located?
· Where was the nearest worker?
· Where do you keep it? 
· Where was that at the time?

	Why?
· Why did you do that?
· Why do you do it that way?
· Why were you?
· Why weren't you?
· Why didn't you?
· Why aren't you?
· Why did he?
· Why didn't he?
· Why is this the way it is?
· Why do you think this happen?
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