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Design of a Training course – Digital skills to create local History 
IO1 – Training curriculum and plan for the training delivery 
MODULE 3 - Interviewing techniques 
Basics of the interviewing process (2 h 35 mins)
	Unit
	Learning Objective
	Learning content 
	Learning activity (contains notes for the trainer and Instructions to learners) 
	Duration (min)
	Materials required
(handout, PPP, pens, flipchart etc.) 
	Class arrangement (group work, pairs, role play, individual work, reflective task) 

	1. Structure and aim of the interview 
	Participants will gain knowledge on the structure of an interview, the different types of interviews. This will clarify the interview process and can be used by the participants as a frame to follow when conducting interviews.
	· Main elements and phases of the interview;
· Types of interviews - discussing pros and cons;
· Tips about using semi-structured interview (recommended type);
· What skills does interviewing develop?
	· Oral presentation (PPP);
· Video – play the video and ask the participants about the main points. Ask about their perspective – how would they implement these advices in their interviews.
	45 min 
	· PPP – Structure and aim of the interview;
· Video – 6 tips for designing a semi-structured interview (incorporated in the presentation).
	Group work
Discussion

	2. Types of questions

	To acquaint participants with the types of questions they can use while conducting an interview and when is appropriate to use each type of question.
	· Types of questions according to the….;
· Structure of the answers;
· Content;
· Projectivity
· Time frame;
· Aim of the question;
· Types of questions (pros and cons);
· Other types of questions;
· Flexibility in asking questions;
· Using various questions in order to fulfill interview`s aim.
	· Oral presentation (PPP);
· Transformation of close-ended to open-ended questions;
· Group activity – Question game (Activity A, for the trainer) and Types of questions (Handout, for the participants).
	45 min 
	· PPP – Types of questions
· Handout – part of Activity A
· Flipchart paper
· Sticky notes
	Group work
Brainstorming

	3. Interview preparation 
	To prepare participants for the real interview process and provide them with the tools and mindset – how to prepare and how to successfully conduct an interview.
	· What is important for consideration before the interview;
· Tips for each interview phase – preparation, networking, opening of the conversation, conducting the interview, closing the conversation

	· Oral presentation (PPP);
· What is your topic? (Activity A).
	50 min
	· PPP – Interview preparation;
· Handout
· Pens
	Group work
Individual work
Reflective task
Presentation in front of the group


	0. Integration of the learning content 
	Summary of the acquired knowledge 
	Main elements of the Basics of the interviewing process will be included in a quiz with multiple choice questions
	1) Trainers must follow the link
2) Choose the option “Live game” option. You can register or click on ‘skip for now button’
3) When choosing the option “classic”, click on HOST GAME and the platform will automatically generate a game pin 
4) The students must enter the website (join.quizizz.com) and write the game pin
5)  They have to follow the instructions – choose a nickname and answer the questions in 30 seconds via the relevant figure
6) When the participants are ready click START and enjoy the game;
7) Students are competing with each other and in the same time recapping the discussed learning material
	15 min 
	Follow the link to enroll for the game: 
https://quizizz.com/admin/quiz/5d4038d1f79ef2001bfeb232
 
	Group work
Game


 My community interviewing approach (3 h 15 mins)
	Unit
	Learning Objective
	Learning content 
	Learning activity (contains notes for the trainer and Instructions to learners) 
	Duration (min)
	Materials required
(handout, PPP, pens, flipchart etc.) 
	Class arrangement (group work, pairs, role play, individual work, reflective task) 

	4. Building self-confidence 
	To identify one’s own strengths and weaknesses and to use them as a personal resource 
To identify and Break Limiting Beliefs 

	· To increase one’s own self- esteem and motivation 
· Awareness about my limiting beliefs and how to transform them 
· Identifying and summarising Strengths & weaknesses. 
	· Oral presentation (PPP) 
· Treasure mapping handout – For the learners (Activity A) 
· Limiting believes exercise – instructions for the trainer (Activity B)
	45 min
	· PPP – Building self-confidence 
· Building self-confidence Learning activity, A
· Building self-confidence Learning activity B
· Paper, pens.
· Flipchart 
 
	· Self- reflection task 
· Work in pairs 

	5. Self-regulation during an interview  
	To Increase the awareness about the subconscious character of emotions and how these influences and sometimes control our everyday lives
To be aware one’s own emotions

	· To understand how brain functions and what is the role of emotional mind 
· What are emotions and how they impact our everyday behavior  
· Introduction to self-regulation model
· The ability to manage the interviewing process 
· Controlling negative emotions during an interview 
· Strategies for developing self-regulation skills 

	· Oral presentation PPP
Tree of life exercise – instructions for the trainer and tree template for the participants (Activity A) 
	45 min 
	· PPP – self- regulation   
· Self-regulation activity A
· Paper, pens
· Flipchart 
· Printed tree template for Activity A 

	· Discussion
· Group work 
· Self -reflection

	6. Active listening
	Participants will gain knowledge and understanding on method of active listening.
They will understand how to use active listening skills during an interview 




	· Describe the active listening process and its role as part of the communication 
· Discuss the benefits of active listening
· Acquire knowledge about levels of listening  
· Participants to reflect on their own listening skills
· The ability to be here and now – techniques and practical tips 
· Explain the 4 ears model of communication

	· Oral presentation (PPP) 
· Just listen exercise – instructions for the trainer and Tips for active listening -for the learners (Activity A) 
· Am I a good listener (for the trainer) and Levels of listening handout (for the participants) – (Activity B)   

	45 min 
	· PPP – Active listening  
· Active listening Learning activity A
· Active listening Learning activity B
· Paper, pens.
· Flipchart 
· Printed cards with topics for Activity A 

	· Work in pairs 
· Discussion
· Group work 
· Self -reflection 

	7. Empathy – how to engage the person 
	Understanding the role of empathy during an interview
Learning about the keys to being empathic
Appreciate the role of curiousity for successful communication and empathic behaviour
	· What is empathy and how we can develop this ability? 
· Empathy as an instrument for showing interest, attention and curiosity
· Practical tips for cultivating empathy in ourselves 
· Learn about how to show empathy in the different phases off the interview
	· Oral presentation PPP
· Empathy bingo exercise – instructions for the trainer and observation sheet for the learners (Activity A)

	45 min 
	· PPP – Empathy 
· Empathy activity A
· Paper, pens
· Flipchart 
· Printed observation sheet for Activity A 

	· Discussion
· Work in pairs 


	0. Integration of the learning content 
	Summary of the acquired knowledge 
	Main elements of the topic 2 will be included in a quiz with multiple choice questions
	1) Trainers must follow the link
2) Choose the option “Live game” option. You can register or click on ‘skip for now button’
3) When choosing the option “classic”, click on HOST GAME and the platform will automatically generate a game pin 
4) The students must enter the website (join.quizizz.com) and write the game pin
5)  They have to follow the instructions – choose a nickname and answer the questions in 30 seconds via the relevant figure
6) When the participants are ready click START and enjoy the game;
7) Students are competing with each other and in the same time recapping the discussed learning material
	15 min 
	follow the link to enroll for the game: https://quizizz.com/admin/quiz/5d4038d1f79ef2001bfeb232
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	Group work
game 
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