Assignment I: INITIAL INTERVIEW WRITE-UP 

You are going to do several interviews of criminal justice professionals from the agency of your choice. The process for these preliminary interviews is described in the Criminal Justice Student Writer’s Manual p. 172-173.

To conduct these interviews, you may use a tape-recorder (with the permission of your interviewees), take notes or cluster.  You will want to get your interviewees’ career and educational background in order to establish their level of expertise and knowledge of this agency.  (You will be getting back to one of these “preliminary interviewees” to do your final interview as well, so be sure to leave each interviewee with a positive impression of you!)

When you write the report on these preliminary interviews, focus on your topic: the write up will be an assessment of the interviews themselves, not questions and answers.  The preliminary interview write up should include the questions you asked (page 1) followed by a two page assessment of who you spoke to, how the interviews went, what you learned from the interviews, how they guided the direction of your paper, and where you intend to go in terms of research.  (What questions or problems did you uncover?  What issue(s) do you intend to further research?  What do you hope to find in your research?  How do you expect it to apply to this agency?) 

Assignment II: THE FINAL INTERVIEW WRITE-UP

For your final interview, you should select one of your initial interviewees who you believe will be most informative and helpful for a more extensive interview.  Read CJSWM p. 117 in preparation for your final interview. The final interview will be done once you have discovered the problem and done your research on that problem.  After you have selected and thoroughly read the articles for your annotated literature review, you will be ready to begin planning the questions for your final interview.  The questions for this interview will be more specific and in-depth and will reflect the significant knowledge you have gleaned from your research.  Your questions should provide the interviewee with your findings and how you think these findings might be applicable to this agency.  This interview will be more of a discussion of your findings than a simple question/answer format.  The write up for this interview will be a four-page document as follows:

Page 1: The List of Questions

A list of 4 or 5 of your own thoughtful, insightful questions based upon the research you have done.  These questions should reflect the research you have done, as well as your knowledge of this agency and the program in particular that you are examining. They should facilitate a discussion of your findings and how these findings might be applicable to this agency.  

Page 2 & 3: The Report 

A brief report of the interview (two pages typed).  Information to include in your interview report:


*
What is your topic, why did you select this person to interview?


*
What was the final interview experience like?


*
Why is this person an expert?


*
Was the "expert" a good choice?


*
How did your findings apply to this agency?


*
How did you feel about this two-phase interview process?

Important:  DO NOT LIST EACH QUESTION AND THE VERBATIM ANSWER BY YOUR INTERVIEWEE.  The idea is that from your interaction with someone through your prepared questions, you will discover how the research you have done can be applied to a criminal justice agency; your report will explain how the interaction went.

Page 4: The Thank You Letter


A follow-up letter should be written to thank your interviewee for his/her time and expertise.  This follow-up letter should be specific, gracious and appreciative, and about ½ page long.  (175-200 words)  The letter should follow the format of a business style letter: return address at top, followed by date, inside address, greeting, body of letter (2 paragraphs minimum), closing and signature.  It should be single spaced with double space between sections of letter and paragraphs, and flush with left margin.  See format of sample letter attached.

IMPORTANT NOTE:  The first draft of the thank you letter will not be graded.  I will critique it and return it to you.  You will then revise it as necessary, type it, make a copy of the revised letter and mail the original.  The copy of your revised, flawless letter must be submitted immediately for a grade.

Sample Thank you letter 

(Do not pay attention to the content, just the format!  This is from a different assignment!)

2318 Ralston Road

Santa Rosa, CA 94577

November 23, 2002

Lt. Donald Wittman

Santa Rosa Police Department

247 Old Mill Plaza

Santa Rosa, CA 94578

Dear Lt. Wittman,

Please accept my gratitude for taking the time to assist me in my research on community notification of convicted sex offenders.  Your knowledge of sexual deviants' behavior patterns and your department's efforts to track these offenders has convinced me that public awareness can help us contribute to the safety of our communities.  Too often the burden of protecting our neighborhoods falls on the shoulders of our local police department, which is already inundated with cases and suffering from a shortage of manpower.  The community can help alleviate some of this burden by being aware of who these offenders are and taking reasonable precautions.

The research articles you provided me with have been of great help to me.  I am pleased to know that my preliminary research into the Detroit Police Department’s method of community notification has been of help in addressing some of your department’s issues.  It is my sincerest hope that my final research findings will be of further assistance to you.

Once again, thank you for taking the time to meet with me, and for the information you provided.  You have given me some new avenues to explore in terms of recent legislation in this area, as well as some excellent specific examples to use in my paper.  As I mentioned at the conclusion of our interview, I will keep you informed of the outcome of my research.

Sincerely,

<your signature goes here>

Donna L. Rochard

