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TThhee  cclloosseedd  qquueessttiioonn

Normally used to elicit specific facts. Does not usually encourage
elaboration by the interviewee, eg, ‘When exactly did that happen?’

PPrroobbeess

Used to probe further into an answer, eg, ‘What else was happening 
at that time?’

OOppeenn  qquueessttiioonn

Intended to allow the interviewee to explore matters in their own way
without being constrained by the nature of the question, eg, ‘What are your
views on teaching in an open-plan classroom?’

LLiinnkk  qquueessttiioonn

Moves the discussion along smoothly, eg, ‘Talking of changes in school life,
have you any experience of managing curriculum change?’

RReefflleeccttiivvee  qquueessttiioonn

Requires interviewee to reflect upon feelings and attitudes, eg, ‘Can you
think back to the reasons that made you take that line?’

LLeeaaddiinngg  qquueessttiioonnss

These place interviewees in a difficult situation. They must either follow the
lead or challenge the question. Use with care – you should be clear in your
mind what you want to find out by using this type of question. You may find
it appropriate to challenge someone being interviewed for a senior post 
to see if they will assert themselves and challenge your question. However,
you should not use these questions to assert your power or to intimidate
them and make them uncomfortable, eg, ‘I think you had two choices open
to you … surely it would have been sensible to have chosen the second
one, wouldn’t you think?’ Leading questions can also make the interviewee
agree with you when they don’t really, because they think it’s what you
want to hear.

MMuullttiippllee  qquueessttiioonnss

Using multiple questions is a common fault with inexperienced interviewers
and is confusing for the interviewee. They should not be used to catch
people out. An interview should be an opportunity to find out about 
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a person, not a memory test. Multiple questions should be avoided
wherever possible, eg, ‘Tell me about the incident’ is a reasonable open
question, but not if the interviewer immediately continues …’What caused
it? How did you deal with it? What were the outcomes? Who did you
report it to?’

AAvvooiiddiinngg  ddiissccrriimmiinnaattoorryy  qquueessttiioonnss

Avoid any questions that refer to an applicant as a member of a particular
group regarding their disability, sex or marital status, race, trade union
membership. Avoid any that enquire about marriage plans or family
arrangements. If you are unsure, refer to personnel services guidelines.


