Before the interview
Gather background info from old yearbooks, newspaper, bulletin boards, online sources.
Attend meetings, competitions and functions.
Decide who to interview: coaches, teachers, students, administrators?
Make an appointment at a place free of distractions
Develop 10 thoughtful, open-ended questions with your story angle in minds. Avoid yes/no questions.

During the interview
Be on time with notebook and pen.
Introduce yourself and purpose of interview.
Make eye contact and give your full attention.
Be interested and courteous.
Allow a pause time for reflection.
Change your questions or the order of them if the subject begins giving you good info.
Don’t’ interrupt or offer your opinions.
Strive for conversation-like interviews to allow you to ask questions as you think of them.
Take note quickly and ask subject to repeat an idea if necessary.
Check name spellings, dates, facts and figures.
Go over all quotes to check for accuracy.
Before ending, read over notes and ask clarification on what is unclear or not developed.
Ask if subject has anything else to add.
Ask for other possible sources.
Thank the interviewee and ask if you may call with other questions. Ask for a phone number.

After the interview
Go through your notes highlighting the key information and quotes. Note ideas for the lead.
Write first draft as soon as possible
Save notes and interviews.

What not to ask
Yes/no questions even with a “why?’
Leading questions
