
INTERVIEW ROLE-PLAYING & 
MASTER FILE
Day 8 - Public Interest Journalism



  AGENDA
DAY 8

Interview Role-Playing

Master File: Why and how?

Practice: Create your Master File

6 hours
15-minute breaks 
30-minute lunch break



Let’s break the ice.



STORY-BASED INQUIRY

SUBJECT

1

We discover a subject

3

OPEN SOURCES
To verify the hypothesis

5

STORY
In a narrative order

2

HYPOTHESIS
We create a hypothesis

4

HUMAN SOURCES
To complete the information

6

VERIFICATION
We verify and fact-check



  
INTERVIEW ROLE-

PLAYING



INTERVIEWING TIPS
1) Repeat any confusing information to 

ensure you heard correctly
2) Ask for confirmation of anything that 

contradicts other interviewees
3) Ask for clarification on any vague 

points
4) Ask follow-up questions to establish 

more facts in the chain of events
5) Someone having a tough time with a 

question? Rephrase it and ask again

6) Give people time to answer tough 
questions

7) Don't be afraid to be silent
8) Listen for strong words and phrases 

- repeat them. Listen for and react to 
words that reveal a strong emotion or 
event



Gestures & Body Language

Observe their normal 
behaviour

Pay attention to 
gestures, changes in 
posture, involuntary 

reactions, etc.

Make body language 
a topic of discussion 

(e.g. Does this 
question make you 

nervous)



Potential Signs of Being Uncomfortable 
LYING
• Hand in front of mouth or eyes
• Strokes the nose
• Plucks fluff from the sweater, pulls up socks, 

studies fingernails (= avoidance)
• Arms crossed (= defensive)
• Gesturing away from himself (= distracting 

attention from himself)
• Leans back (= rejecting)

UNCERTAINTY
• Mouth falls open 
• Bites on the lips (= judging oneself)
• Pinches nose (= disbelief)
• Averts the eyes (= hiding)

STRESS
• Hand in front of the face 
• Puts hand on the upper arm (= soothing yourself)
• Wrist or arm clenches (= anxiety)
• Sticks finger behind the collar (= fleeing)
• Massages neck (= tension) 
• Caresses an object (= to reassure oneself)
• Shrugs a shoulder (= uncertainty)
• Elbows close to the body (=stress)
• Blinks eyes frequently in succession (= excitement)
• Clears the throat (= something is in the way)
• Sighs or yawns (= extra oxygen needed)
• Freezes the whole attitude (= anxiety)

SINCERITY
• Leans forward (= interest)
• Takes off glasses (= surrender)
• Lays hands on the heart (= 

sincerity)
• Puts hands behind the head (= self-

assured)

Source: Handout: Interviewing 
Principles and Techniques, 

UNESCO



What changes in body language do you see? 

https://www.youtube.com/watch?v=UFXTE-Tk9VA


 

EXERCISE:

THE REVELATION 
SHOW

EXERCISE: 
THE REVELATION SHOW Yesterday:

• You chose a topic
• You conducted a pre-interview
• You wrote your interview questions

Today
• Refine your interview questions
• Conduct and record the interviews



PLENARY

What worked well? 
What did not work?

What questions 
should have been 

asked?



PREPARE THE 
INTERVIEW

Review your source maps and 
identify…

Who could you interview first?
Start your preparation and research, 

including pre-interview questions



  MASTER FILE



There are two types of people in the world…



 

!
A document with all the information 

related to your investigation
We collect the material.

MASTER FILE
We analyse the material to spot…

• What contradicts each other?
• What disproves my hypothesis?
• What connections are there?
• What is the common thread? What is the 

story?
• What new questions does it raise?



 

Imagine…
• You conduct two interviews and keep 

the records in different folders.
• The last week of the investigation, you 

check both folders and find 
contradictions between the interviews.

• You need call the sources last minute 
to clarify. 

Moral of the story: Constantly relate the 
information you collect!



Example: Master File in Word

Material by Luuk Sengers



 
HOW TO KEEP A 
MASTER FILE?

#1
Name the Document

• In the document name, include the 
version date and the subject

• Every time the investigation changes, 
update the date

Masterfile_RNTC_100623 v1

Source: ‘’Teaching Note: Using a master file to archive and 
structure research’’ (UNESCO)



 

#2  
State the Hypothesis

#3
Import the Timeline & 

Source Map

Types of structure:
• Chronological: simpler, if the 

sequence of events is crucial
• Spatial: when many events happen 

in different places at the same time
• Both can be combined

• Place the hypothesis at the top
• It will remind you the focus and 

scope of the investigation
• Should be updated and revised

Source: ‘’Teaching Note: Using a master file to archive and 
structure research’’ (UNESCO)



 

#4  
Add Key Facts

#5
Specify the Sources

• Don’t forget how you got that fact!
• If the source is an interview, note the 

time and place
• If the source is a quotation from the 

document, note the full reference

Under each event or actor add relevant 
facts:
• Quotes
• Interviews and documents
• Insights

Source: ‘’Teaching Note: Using a master file to archive and 
structure research’’ (UNESCO)



 

#6  
Write Summaries

#7
Notes & Insights

• Add your own thoughts, experiences 
and observations

• You might want to share these 
insights in your story later

• Summarize new information
• Preferably in 1 sentence
• This will be useful to analyse later

Source: ‘’Teaching Note: Using a master file to archive and 
structure research’’ (UNESCO)



 

#8  
Keep Track of 
Unanswered 
Questions

#9
Use a Logbook

• Keep track of how your questions are 
answered by your sources

• Note contact details, documents, 
conversations, etc.

• Note unresolved details (e.g. about 
statements or documents)

• Delete them as you get answers

Source: ‘’Teaching Note: Using a master file to archive and 
structure research’’ (UNESCO)



Logbook Example

Material by Jonathan Grouberg



 

In groups, read the case ‘’A 
School of Hard Knocks’’.
Create a master file as you 

think the authors structured it.

GROUP ASSIGNMENT



PLENARY
How did you 
organise the 
master file?

Why did you 
choose that 
structure?



INDIVIDUAL 
ASSIGNMENT

Start organising your information…
Create your master file!



  What is your key 
takeaway from this 

session?

REFLECTION



QUESTIONS



THANK YOU!



Colours & 
Fonts

#554789

#822D4E#663365 #3B7DB3

#D9D2E9

Install RNW Media’s official font Montserrat before 
starting work on your presentation. The font files can be 

found on Sharepoint.



Photos & 
Illustrations

Stock photos

Pexels
Unsplash
Pixabay

Customizable illustrations
unDraw
Manypixels
Freepik Storyset

Stock videos
Pexels
CanvaClick here for the full RNTC 

Brandbook.

https://www.pexels.com/
https://unsplash.com/
https://pixabay.com/
https://undraw.co/search
https://www.manypixels.co/gallery
https://storyset.com/business
https://www.pexels.com/search/videos/
https://www.canva.com/
https://rnwmedia.sharepoint.com/CommunicationStakeholders/Forms/AllItems.aspx?csf=1&web=1&e=Ce44Jh&FolderCTID=0x0120008F73D12B36B08C4D9BAA29267CABB051&id=/CommunicationStakeholders/Design/Brand%20Assets/2.%20RNTC/Brand%20Guidelines/RNTC%20-%20BrandBook.pdf&parent=/CommunicationStakeholders/Design/Brand%20Assets/2.%20RNTC/Brand%20Guidelines

