
Interviewing Guidelines for Basic Reporting

An asterisk indicates required information that must be included in an article/story/news brief. Information not included can result in lower grades. All interview information must be in a stenographer's notebook. If not, penalties can be levied, ranging from low grades to F on assignments to F for the class.

Cyber Interviews such as email or facebook: Cyber interviews are not the best form for interviewing in depth or for primary interviews. They work better for simple questions or follow-up queries. The instructor prefers face-to-face or phone. Nevertheless, students conducting cyber interviews need to provide the instructor with a copy of the exact transcript. The copy can be included in the stenos.

PLEASE NOTE: Anonymous sourcing is not allowed and full names are required. No aliases. Nada. 
Interviews of students:

Name*

Age* - DOB goes in steno

major, minor*

residence* - borough, neighborhood, street

place where interview took place*

dress of interviewee*

phone/email

time of interview

For interviewing student-athletes,  WORD writers need to include, besides the required bio information, the positions played by athletes and if they are on the starting or second or third team and if they have won any awards, such as player of the week, or CUNY All-Star Team. You must request their personal statistics, such as, for example, points scored, shots blocked, rebounds, goals, etcetera, depending on the sport. You also need to include in your article the team's won-lost-tie record at the time of the interview. You can ask sources what they considered their best game or the team's best game at the time of the interview. Wise students also check Hawks’ web site:

http://www.huntercollegeathletics.com/
For coach interviews, include how long they have been coaching at Hunter and include a description of their victories, such as tournament wins, best league victories. The Hawks' web site contains lots of information: http://www.huntercollegeathletics.com/
Interviews of Faculty

Name.*

Position,* adjunct/assistant/associate/chair; be specific

Teaches what and is in what department.*

Where interview took place.*

How long at Hunter/CUNY.*

Dress*

Time of interview 

Office phone/or email

Interviews of Staff

Name*

Responsibilities*

Department*

Where interview took place.*

Time of interview

Dress*

Not required but should be considered: How long in position?

Interviews of neighbors/people in the street, sources on/off campus:

Name*

Age* - DOB goes in steno

Occupation*

residence* - borough, neighborhood, be as specific as possible

place where interview took place*

Time of interview

dress*

phone/email

City Council or Community Board members interviewed for an article:

Name*

Political party*

constituency* - neighborhood/borough they represent

Office phone/email

Place

If interviewed by reporter, the time of the interview must be noted in a steno. 

City Council or Community Board members mentioned/identified in article but not interviewed for the article:

Name*

Political party*

constituency* - neighborhood/borough they represent

City officials (bureaucrats) interviewed for an article:

Name*

Title/Office/Position*

Phone/email

Place

If interviewed, time and place of interview must be noted in steno

City officials (bureaucrats) mentioned in an article but not interviewed:

Name*

Title/Office/Position*

Elected officials interviewed for an article (includes those who make comments in the presence of a reporter/writer):

Name*

Political Party*

Time of interview

Place

constituency - what neighborhood/borough/assembly or congressional area/ he/she represents*

Phone/email

Elected officials mentioned/identified in an article:

Name*

Political Party*

constituency - neighborhood/borough/assembly or congressional area*
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