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CP 650: Theory and Practice of Interviewing

Lab Section 334 (Comm B)

Fall 2007 _________________________________________________________________________

Lab Instructor: Eric R. Neumaier, M.A.
Meeting Time: Tuesday,  

Office: 349-B Education Building



                  4:30pm- 7:00
    
Phone: (608) 262-5810 



    Meeting Place: 318 Education Building 
E-Mail: eneumaier@wisc.edu 

Office Hours: By appointment

_____________________________________________________________________________________

Lab Description and Objectives

This course provides an introduction to and overview of communication skills, and applies those skills specifically to interviewing. The lab section of this course will allow students to expand upon the ideas explored in lectures and readings and to learn experientially through practice and exercises. A typical lab consists of the following:

· Discussion sessions intended to expand upon lectures and readings and answer questions relating to course materials, themes, and assignments

· Activities intended to help students work through discomfort and barriers and build communication skills (in small groups and as a class group)

· Practice interviews intended to help students build interviewing skills, both as interviewees and interviewers (in small groups or pairs)

This particular lab section is a writing-intensive writing section that fulfills the Communication-B General Education Requirement. This lab syllabus differs from that of other labs. The Comm-B section of CP 650 will also emphasize the following objectives:

· Development and application of critical thinking skills, including critical reading, logical thinking, and the use of evidence
· Developing and improving writing skills
· Developing and improving presentation skills
· Use of appropriate style and disciplinary conventions in writing and speaking
· Use of core library resources specific to the discipline

Although you will be required to participate in several activities and mock interviews in which questions will be asked, you will not be required to disclose any information which you do not feel comfortable sharing. In some cases, you may choose to “act” or to make up personal information (for example, in a counseling interview). However, I still ask that you keep personal information disclosed in lab (either real or pretend) confidential and do not discuss this outside lab.

It is my goal to provide an open, safe, and fun learning environment. As the labs are a dynamic and experiential environment, open, respectful, and honest communication should always be demonstrated. Please do not be afraid to participate, take risks, or even make mistakes!

Optional Reading

American Psychological Association (2001).  Publication manual of the American Psychological Association, 5th Edition.  Washington, DC.
Lab Attendance and Participation

Lab attendance and participation are required for this course and are together worth 15 points. Each student is allowed one excused lab absence without penalty; however, since many lab activities will be done in pairs or groups, please notify the instructor of absences (email is best) as far in advance as possible so that arrangements can be made. Each lab absence in excess of the one excused absence will result in a 4-point grade deduction. (Note: An absence along with failing to notify me of your absence does not qualify as an excused absence and you will lose 4-points.) Students are responsible for notifying the instructor if any information and or/materials are needed as a result of missing a lab and any missed notes should be obtained from a classmate. In order to receive full credit for lab participation, students are expected to:

· Actively participate in lab discussions by asking or responding to questions, making comments, providing opinions, and/or sharing experiences

· Actively participate in exercises, activities, and mock interviews

· Demonstrate an open, respectful, and honest demeanor

You will not be graded on your expertise as an interviewer, on the quality of your performance in activities, or on whether you “say the right thing” in discussions (in fact, taking risks and making mistakes is encouraged and expected); instead, you will be graded on your effort and level of engagement in labs.

Assignments and Grading

The assignments are designed to help students reflect upon the themes, skills, and techniques explored in the course, and to relate course material to life experiences. All assignments will be handed in to and graded by the lab instructor. It is your responsibility to turn in a paper copy of your assignment(s) on the due date - Emailed assignments will not be accepted!

Journals

Students are expected to keep a weekly journal for this course. These journals are designed to help students reflect upon what they have learned in lab, lectures, reading, and out-of-class exercises. The course syllabus contains a description of the journals and suggested topics for each entry. Individual journal entries are worth one point each for a total of 15 points (1 pt. for 11 entries, 4 for summary). Grading of each journal will be based on a check system: Check plus = Exceeds Expectations, Check = Meets Expectations, Check Minus = Needs Improvement/Rewrite. Journals that receive a Check plus or a Check will receive full credit (one-point). Twice during the semester and once at the end of the semester you will turn in all of your journals.

Some guidelines for journals:

· Each entry should be: 2-3 pages (1 APA title page and 1-2 pages of text) and in APA-format (typed, double-spaced, 1-inch margins on all sides, 12-point Times New Roman font and printed in black ink.) Assignments that deviate from this will not be accepted.
· Your header should contain your name and page number. Entries should be stapled together before lab. 
· Entries will be graded on clarity, depth of reflection and critical thinking, and integration of course materials. For writing assistance, contact the Writing Center at 263-1992 or www.wisc.edu/writing.

· For all journal entries, re-writes will be allowed for full credit. Late assignments will result in a half-point deduction for every day they are late (1/2 point for journals; 1 point for audiotape assignments). However, extensions may be given on a case-by-case basis.
Audiotapes

In order to actively practice the skills taught throughout the course, students will submit two audiotaped interviews.  A description of the audiotape assignments is available in the course syllabus. Comm-B students will also conduct a third interview as a part of a case conceptualization paper described later.    
For Audiotape Assignments #1 and #2, in addition to the transcriptions and annotations, each student will provide a two page written analysis of the interview on tape in APA format. You will be required to turn in your audiotape (regular cassette tape) with all three assignments. Additional information and more specific guidelines will be provided closer to the time of those assignments. Just a reminder: You should have a different opinion on the topic than your interviewee for Audiotape #1 and this same interviewee and topic will also be used for your Case Conceptualization paper.
Case Conceptualization Paper

Students are required to write a concise 3-5 page (not including transcript) case conceptualization paper.  This paper will be based on your case formulation derived from a second interview with your first interviewee (from Audiotape #1) and should be thoughtfully written.  The purpose of the audiotape is largely to gather information for your case conceptualization and full annotated transcript and write-up like those of Audiotape #1 and #2 are not required. However, you are to transcribe several minutes (approx. 5 or less) of your choosing that you believe were important, insightful, interesting, etc.
The goal of this assignment is to practice perspective taking and empathy building as well as of course building writing skills. It can be difficult not only to hear another person’s opinion that you strongly disagree with but it can also be even more difficult to empathize with that other person’s perspective.  Most strongly held beliefs do not magically appear, but rather are powerfully rooted in individual, social, and cultural experiences.  The goal here is to focus on understanding someone else’s perspective as a function of these factors, rather than in the context of our own viewpoints.  Useful areas to explore could include the influence of: family, critical life events (both their own and of others close to them), historical events (e.g. Hurricane Katrina), contextual factors (such as where they grew up, urban, rural, etc), individual personality idiosyncrasies, cultural factors (such as gender, race, class, disability status, etc), mentors/role models.  

Audiotaped Interview: Students will need to conduct a second short interview with the same acquaintance interviewed in Audiotape #1. The interview should be a minimum of 10 minutes but may take longer (maximum 15-20 minutes).  While the purpose of the first interview was to simply listen and understand your interviewee’s perspective, the goal of the second tape will be to learn how the interviewee has developed his or her opinion as a function of life experiences, cultural/social factors, and individual characteristics.  In your interview, briefly recap your last meeting with the interviewee by summarizing his or her point of view that he/she expressed at the last meeting.  The purpose of this practice is to clarify your understanding before moving on to the next phase of the assignment.  After clarification, use basic interviewing skills (active listening, effective inquiry, reflecting feeling, reflecting content, etc.) to further explore how the interviewee has developed his or her opinion.  Don’t feel bound to mechanically explore all of the previously mentioned factors (see italicized section above), but try to follow the flow of your interviewee and focus on what’s important to him or her.

Paper:  The paper will be written in two phases.  In the first phase, students will create a complete rough draft of the paper.  Although the drafts will not be graded, completion of a draft is worth 15 points. Failure to turn in a draft or an apparent lack of effort will result in a loss of points on the final draft.  Please turn in two copies of this first draft: one to be reviewed by the instructor and one to be reviewed by a peer. In the second phase, students will revise the rough draft based on peer and instructor critiques.  The paper should be written in APA format and will include the following components:

a) Summary: Please provide a brief summary (1-3 sentences) of your interviewee’s stated opinion from Audiotape #1.
b) Case Formulation: A case conceptualization is meant to provide perspective for understanding who the client is and what motivates how the person thinks, feels, and behaves. This portion should form the bulk of your paper.

I. Who is the client?  In your paper, please describe your interviewee.  Include all relevant demographic information such as sex or gender, age, ethnicity, background, historical information, marital status, etc. Try to think beyond simple demographic characteristics in your description.

II.
What motivates how the person thinks, feels, and behaves? Discuss in your analysis how relevant cultural factors (sex or gender, race, ethnicity, religion, social class, sexual orientation, disabilities, etc.), social/contextual factors, and individual differences have shaped or currently inform his or her opinion. Discuss in your analysis, as relevant, how critical events, such as crisis events or normal life events (for example, moving to another town), have shaped the individual’s opinion. Discuss in your analysis the influence of mentors and role models (if discussed) and any other formative variables not mentioned here.  Were some variables more influential than others?  Why or why not? How?

c) Impressions: Discuss your impression of your interviewee. Possible questions to consider include:

Do you find the interviewee’s opinion consistent with his/her personal history and background? Why or why not? Did you find his/her opinion more persuasive or easier to understand after this interview?

How did you feel about the interviewee and his or her opinion before, during, and after this interview?  

Is this interviewee’s opinion based on emotion? Logic? A combination of these or other factors?  Which is most influential and why?

Initial submission (audiotape, transcript, paper):  


Due October 16th  

****BRING TWO COPIES of paper**** 

Final submission (audiotape, transcript, first draft, final draft): 
Due November 6th  
Literature Review

Students will be required to write a 6-8 page literature review in APA format, including citations, references, and a title page. This paper will be critiqued and revised.  The topic of the paper will be a current communication related issue in the student’s fields of study.  The topic must be approved in advance by the lab instructor. Thematic examples include: multicultural communication issues, ethics related to client records, interrogation techniques, business practices, etc.
Students will develop the paper based on at least five articles (including at least three research articles) pertinent to the topic from primary journals in their field.  The paper should include a substantial and critical review of the literature and propose ideas for further study. The paper should reflect a balanced discussion of issues and integrate relevant course material. 

The literature review will be written in three phases.  In the first phase, students will create a detailed outline of the literature review.  The purpose of the outline is to introduce the content of the paper and propose an organizational scheme for the paper.  In the second phase, students will turn in a complete rough draft of the paper.  Again, please turn in two copies of this first draft: one to be reviewed by the instructor and one to be reviewed by a peer. In the third phase, students will revise the draft based on peer and instructor critiques and write a final version.  A copy of the articles used must be submitted with the final paper.  Although the outline and draft will not be graded, completion of an outline is worth 5 points and completion of the draft is worth 20 points. Failure to turn in a draft or an apparent lack of effort will result in a loss of points on the final draft.  
Outline/Organization Scheme:  


Due November 13th

Literature Review Draft:



Due November 27th
 


****BRING TWO COPIES of paper****

Literature Review Final (with articles):

Due December 14th
Presentation of Literature Review Papers:
Students will present their Literature Review papers in lab. Each presentation will take 10-15 minutes and will include an introduction to the thesis and supporting information. Students will demonstrate appropriate use of overhead or audiovisual aids and allow for five minutes of questions.

Presentations:    Due December 4th
Individual Conferences

Students will meet individually with the lab instructor during the weeks of November 13th and the 27th. This conference (approximately 15-20 minutes in duration) will focus on the student’s writing proficiency as well as evolving interviewing skills. 

Peer Reviews

Students will peer review a classmate’s draft for both the Case Conceptualization and Literature Review papers. The primary goal of the peer review is to aid the both the reviewer and the writer in improving his or her work.  A secondary goal is to introduce you to the process of professional peer review used by many journals and grant awarding bodies. Students will be discouraged from writing comments on the drafts and instead will be required to write a one-page summary of their critique. Please bring two copies of your summaries to class (one for the instructor and one for the paper’s author). Additional information and more specific guidelines will be provided closer to the time of those assignments.

Accommodation Statement: I wish to fully include persons with disabilities in this course.  Please let me know if you need any special accommodations in the curriculum, instruction, or assessments of this course to enable you to fully participate.  I will try to maintain the confidentiality of the information you share with me.

Academic Honesty: All students are expected to know and follow all UW-Madison policies regarding academic honesty (turning in original work, plagiarism, etc.). 

LAB SCHEDULE

	Date

	Topic
	Reading
	Assignment Due

	11Sept
	Principles of Communication I

Course Introduction

Introduction to APA format: Title Pages
	IAS 1&2
	Respect-Appreciate-Agree

(Journal #1/Out of Class Ex. #1)

	18 Sept
	Principles of Communication II

Structuring a Paper

Effective Writing
	IAS 3&5
	Best/Worst Communication of the Day (Journal #2/Out of Class Ex. #2)

	25 Sept
	Helping Interviews: Active Listening 

APA Format; Case Conceptualizations
	BAS 1&2
	Journal entry #3 (messages)


	2 Oct
	Helping Interviews:  Effective Inquiry

Citing, Referencing, and Plagiarism
	IAS 4

BAS 3&4
	1st journal packet due, incl.
Journal entry #4

	9 Oct
	Helping Interviews: Reflecting Feeling

Writing Peer Reviews; Discuss Exam 1 Review

Begin thinking of a topic for the Lit. Review paper
	BAS 5
	Journal entry #5

Audiotape #1 due


	16 Oct
	Helping Interviews: Reflecting Content

Exam 1 Review; Lit. Review topics


	BAS 4&6

IAS 14
	Case Concept. Draft due

***2 copies***
Journal entry #6

	26 Oct
	EXAM 1 – NO LAB
	
	

	30 Oct
	Individual and Cultural Differences & the Interview

Library Research; Lit. Review topics

Case Conceptualization Peer Reviews
	See website for links
	Online personality tests

Journal entry #7

Written Peer Review due

***2 copies***

	6 Nov
	Information Gathering Interviews

Developing a Literature Review
	IAS 6&7
	2nd journal packet due, incl. 

Journal entry #8

Case Concept. Final Paper

Last day to have Lit Review topic approved

	13 Nov
	Impression Management & Persuasion in the Interview

Curriculum Vitae and Resume Workshop
Individual Meetings
	IAS 11
	Journal entry #9

Lit. Review Outline

	20 Nov
	NO CLASS
	
	

	27 Nov
	Selection (Employment) Interviews

Mock Interviews

Individual Meetings
	IAS 8, 9, &10
	Literature Review Draft

***2 copies***

Journal entry #10

CV or Resume due

	4 Dec


	Legal Interviews

Exam 2 Review

Literature Review Presentations
	
	Written Peer Review Due

***2 copies***
Audiotape #2 due

Lit. Review Presentation

	14 Dec
	EXAM 2 – NO LAB
	
	Literature Review Final
All journals incl. Journal entry #11 and Journal Summary due


Note: This syllabus may change. Students will be notified of changes as they occur.
Grading

The Comm-B section point breakdown is as follows:


Percentage
Points

Attendance & Participation

7%

15

Course journal



7%

15 (1 pt. per 11 entries, 4 pts. for summary)

Quizzes



5%

10
Exam #1



7%

15

Exam #2



5%

10

Audiotape #1



7%

15


Audiotape #2



10%

20

Case Conceptualization draft

7%

15

Case Conceptualization revision
12%

25

Literature Review outline

2%

5


Literature Review draft

10%

20

Literature Review revision

14%

30

Presentation



7%

15

____________________________________________

 

Total


100%

210 points

(Plus the possibility of a maximum of 8 points of extra credit)

