SOME ESSENTIAL INTERVIEW RULES 

 (For press, radio or television and other key audiences – staff or public briefings)

· STATEMENTS SHOULD BE FACTUAL ONLY 

· DO NOT OFFER AN OPINION OR COMMENT ON OTHERS

· REPETITION IS A GOOD THING 

· DO NOT USE JARGON – IT ALIENATES THE AUDIENCE

· DO NOT PRETEND TO KNOW AN ANSWER

· USE COMPARISIONS TO MAKE A POINT

· USE THE PRE-INTERVIEW CHAT to assess the level of understanding of the information receiver (audience) or journalist and correct any wrong pre-conceptions or inaccuracies. 

· CHECK THE LISTENER/AUDIENCE/ INTERVIEWER’S KNOWLEDGE OF YOUR SUBJECT during the pre - interview chat and ‘brief them’ in advance of their questions in an informal setting if you can (or have your Communications Team do so). This will ensure the questions follow the route that you want. 

· DO NOT TREAT THE INTERVIEW AS A CONVERSATION. You cannot afford to wait for the questions to get your points across. The right question may not come along.  An interview is all about delivering packages of information using the question as a bridge.  

· TRY AND LEAVE THE VIEWER/LISTENER/READER WITH 

SOMETHING NEW THAT THEY DID NOT KNOW ABOUT THE BUSINESS BEFORE YOUR INTERVIEW!

· WARM UP VERBALLY BEFORE THE INTERVIEW. USE A TAPE RECORDER IF THAT HELPS TO PUMP YOURSELF UP AND WARM UP YOUR VOICE

· TRY TO BRIDGE TO YOUR KEY MESSAGES, ACKNOWLEDGING THE INTERVIEWER’S QUESTION

· USE WORDS SUCH AS APPROPRIATE OR VIEW RATHER THAN OPINION AND OPPORTUNITY RATHER THAN PROBLEM

· NEVER REPEAT THE QUESTIONER OR INTERVIEWER’S INFLAMMATORY WORDS

· INJECT THE PEOPLE FACTOR INTO YOUR RESPONSES EITHER FROM YOUR OWN EXPERIENCE OR FROM CASE STUDIES 

· YOU DO NOT HAVE TO STRAY OUTSIDE YOUR AREA OF RESPONSIBILITY OR EXPERTISE – DO NOT BE AFRAID TO SAY THAT ! 

WHY IS AN INTERVIEW NOT A CONVERSATION?

Because you should: -

· Never repeat back to the interviewer or questioner the negative words or allegations that she or she may use in their question - You are simply reminding the audience of the negative and losing the opportunity to get positive messages across

· Never speculate on other people’s opinions or views – stick to facts as they cannot be challenged 

· Not allow yourself to be paraphrased (“So what you’re saying is ….”) unless it is accurate

· Allow yourself to be bated by quotes such as, “Some people say….” 

