This is for the person who is planning user testing
Recruiting and informing participants

Participants must give their informed signed consent for participating in the study and for being audio or video taped. They should be aware of what the study is for, what will happen to the tapes, and understand that they may withdraw from the study at any time without giving a reason, also during the middle of the user test if they choose. 
The folder called “Materials for organizing and informing participants” has template documents for both inviting people to participate and for more information once they have agreed to participate.

· Recruiting can be time-consuming, allow plenty of time.
· Draw up a proposed set of calendar days/time slots; recruit face to face, by telephone or email
.
· Interviews take at least an hour. Allow for breaks between people of at least 30 minutes (for test leaders/observers to make notes and discuss, and for delays/interviews that last longer). 

· When someone has agreed to participate, collect their basic contact info

· Send follow-up (by email, post etc. A hard copy hand delivered worked best in Kampala)
· Confirmation of their participation, the agreed date and time

· Attach the “Informed consent” file that includes more detailed information.
 

· Send a reminder by telephone the day before their user test appointment.
· At the beginning of the user test, read through the “Informed consent” information and have the participant sign the consent form. (The interview guide starts with these steps.) 

· Participants may not have read this information before they arrive; some may therefore be surprised that you want to use a tape recorder or a camera. In this case, it can help to:

· Explain that recording is voluntary, but it helps us collect much more accurate feedback

· Assure that the recording is anonymous, for internal use only, and that the recording will be erased as soon as the interview is transcribed (within a few days). 
Planning for the interviews

· Arrange for a quiet room where you will not be easily disturbed.

· Hang a note on the door indicating that there is recording taking place, to not disturb.

· Arrange for water or other refreshments to be in the room before the interview starts

· Make sure there is a clock or watch available to keep time with.
· Make sure you have extra batteries for the tape recorder.

· Do a technical test of the recorder in ample time before the session.

· Opening windows may raise the noise level to the point of interfering with the recording – check this out when you choose a room.
· Be prepared to travel to your participant’s location, but make it clear that you need an isolated room where you will not be disturbed.
This is for the test leader 

If possible, let someone with qualitative research experience lead the interview.

Be aware that participants may feel anxious or intimidated, particularly if you also have medical training. If you have seniority over them, they may feel even more intimidated; if you are a student or a peer, they may be embarrassed to admit misunderstanding or mistakes. Try to take measures to minimize nervousness. The interview guide is constructed so that there are warming-up questions first that are easy to answer, also helping people relax. If you are very familiar with the interview guide, you will be more relaxed too, and this will help. Finally, if you can genuinely convey that you are interested in this person’s honest responses, this will help a lot.
During the interview, you should remain completely neutral in your responses. This might feel like an uncomfortable silence at times. If there is too much silence, or the participants seems nervous, try repeating what they said in somewhat different words and asking if this was the correct interpretation. This indicates that you are attentive and listening, and may also help them relax.

Preparation
· Become familiar with the interview guide
 so that you don’t have to read it word for word
· This familiarity will also allow you to change the order of the questions, so that you can follow a natural deviation of discussion during the interview.

· Practice the whole test session on a colleague or friend first, using a clock

During testing
· Your main role is to ask questions and keep participant on track.

· However, participants may come up with issues in the “wrong” order according to the interview guide. You should be familiar enough with the guide that you can let them do this.

· Don’t leave questions unanswered – if you skip over something, you should try to return to it later.

· Encourage the participant to speak more about an issue if you are uncertain about what they mean or if you feel more detail would be valuable.

· Listen and prompt for participants’ own responses ”Can you elaborate a bit on that point?”

· Don’t offer help or explanations; try to answer questions with ”What do you think?”
· React as neutrally as possible. Good responses include nodding and other affirmatives, thanking for answers (“thanks very much for that insight, it is helpful for us”) or similar things along these lines. 

· People love to talk about themselves. Be prepared to steer people on.

· Keep an eye on the time (put your watch on the table). 

· Make sure cell phones are turned off if possible.

After testing
· Make some notes immediately a participant session:

· What was the general reaction?

· What did the main problems seem to be?

· Discuss these issues with the other observers.
This is for observers/note-takers
You should be the fly on the wall during the interview, not saying much once the interview is started.
Preparation
· Become familiar with the interview guide so that if the test leader skips around, you know where to go. 
Making notes on a PC is most practical – you can open a blank interview guide and make a set of notes directly in a copy for each participant.

During testing
Take notes (or partially transcribe) during the interview (this saves transcription time later).
You are looking for both problems and facilitators. Mark where in the interview there are:

XXX
Show stoppers 

XX
Big problems/frustrations

X
Cosmetic things

OO
Positive feedback

O
Specific suggestions

These will not always be verbalized directly by the participant, but need to sometimes be pieced together by what you know and what you observe or hear. For instance, a participant might say they understand something completely, but can see by what they have said that they in fact have misunderstood. If you are unsure, you can ask the facilitator if you might pose a question – for instance by rephrasing what was just said in your own words and ask if that was the right interpretation. 
After testing

Make some notes immediately a participant session:

· What was the general reaction?

· What did the main problems seem to be?

Discuss these issues with test leader
Extracting results
The observer or the test leader or both should mark up the transcript and generate the results table. Regardless of whether one or both has marked the transcript, both should together go over the results table and discuss it before sending it in. See the file: “Instructions_how to extract results”.
This is for transcribing and translators
Translation to English

If the interview language is not English, we will need a translation of the transcripts and notes in order to analyse the results together with the other tests. Translate verbatim - don’t summarize or interpret.

Add the markings of problems and the observations/notes from the test leader and observer directly into the translation file.
See the file: “Instructions_how to extract results”.
� See file: “TEMPLATE_Invitation to participate” (Materials for organizing and informing participants folder) 


� See file: “TEMPLATE_Participant information log” (Materials for organizing and informing participants folder)


� See file: “TEMPLATE_Informed consent for user test” (Materials for organizing and informing participants folder)


� See file: “Interview guide” (Materials for organizing and informing participants folder)








