FAST Interview Schedule
Eunice Chang, Rich Meyer, and Dondrea Thompson

Interviewer checklist:

· Consent and video/audio release forms

· Copy of current Bio-Bib form used by interviewee’s department (Psychology, Art Practice, or Law).

· Video recorder

· Tape recorder

Purpose of Interview:

The name of our project is the Faculty Advancement Support Technology, or FAST.  Sponsored by Offices of the CIO and Academic Affairs and Faculty Welfare at UC Berkeley, we are working to improve the current paper report entitled the Annual Supplement to the Bio-Bibliography (or Bio-Bib).  Currently, you are required to submit an extensive paper report documenting your efforts and achievements for each academic year.  Our goal is to build an electronic interface that could reduce the effort and cost of this process.  In order to best serve the needs of the faculty, we are interviewing professors in several different departments in order to gain an understanding of the experiences, expectations, and needs associated with producing this Bio-bib report. 

Consent form:

We ask that you complete a consent form detailing your participation in this interview.  Please read it over, ask me any questions you might have, and sign it before we begin.  Also, we would like to videotape this session so that we can confirm our notes and observations.  These videos will be used for design assessment and possibly as part of a report presentation.  If you agree to this, please sign the records release consent form.

Interview format:

During this interview, I will both ask you about your experience with the Bio-Bib report, as well as observe you performing some tasks related to completing it.  This will broaden our understanding  of how professors prepare and complete the report.  The interview will last no longer than one hour, but please let me know now if you need the interview to end at an earlier time so that we can accommodate you.

 
	1. Demographic information

	a.
	Formal title
	

	b.
	Department
	

	c.
	Years at Cal (equivalent to quantity of Bio-bibs?)
	

	d.
	Complete every year?   Why or why not?
	

	2. Logistics

	a.
	What date you begin completing your Bio-Bib? 
	

	b.
	Can you walk me through the process step-by-step?

· Notification

· Obtaining the form

· Where do you get data that you input in the report (and how do you know what to keep)?

· Who do you submit it to?
· By when?
	

	c.
	Can you estimate how much time you spend preparing and completing the report?
	Preparation: 
Completion:

	3. Experience/Satisfaction

	a.  
	Last time you filled out the Bio-Bib did it adequately reflect your efforts and achievements?

· Why?

· What did you like?

· What didn’t you like?

· What is missing?
	

	b. 
	Can you describe a problem you had completing the Bio-Bib?  
· What did you do to resolve it?
	

	c. 
	From your experience, what are the 3 most problematic things about completing this report (i.e. pain-points)?  
	

	d.
	What do you consider the most time-consuming tasks?
	

	4.  Goals and usefulness

	a.
	When you are writing this report, who do you see as your intended audience?

	

	b.
	Officially, when you submit the Bio-Bib, it becomes a public document.  Would you personally post this online or to your website?  

· Why or why not?  


	

	c.
	Have you ever worked at a different institution where you had to fill out a similar report? 

· If so, did you have a similar experience?


	


FAST Task Analysis
	Task #1: Teaching

	How would you go about completing the courses for Fall 2006?  Please input the information for one course that you taught.
	

	If you didn’t have all of the information you needed, how would you go about obtaining it (i.e. number of enrolled students)?
	


	Task #2: Mentorship

	Show me how you would go about completing the information for one student you have advised.

	

	If you didn’t know something (like thesis title), how would you go about obtaining this information?


	


	Task #3: Publications

	Please input a publication or creative work 
	Note to Interviewer: Do they format?  Copy and paste?


	Can you show me where you keep your comprehensive list of publications?


	


	Task #4: Professional Service

	Please input a society or committee that you serve on.
	Note to Interviewer: Do they format?  Copy and paste?



