Phase 3 questions: Admin staff

· Go through info sheet, ask participant to sign consent form and repository consent form, explaining why this is required. Give them a copy of each so they know what they've agreed to. Check in case they have any questions, or if they're ready to go.

· Switch on recorder and state your name, the participants' name, institution and dept, and the date. 


	What do we want to find out
	Question

	1. Divisions of (writing) labour between admin and academic staff - and have these changed?
	1. What's your job, what does that entail, what are you responsible for?  Is most of your work related to teaching, students, research, something else?  How has your job changed over time?   (Do you ever get drawn into work which isn't part of your official job?)

2. What were the reasons for those changes?

3. What's your job title and has it changed?

4. Who do you work with regularly?

5. Who do you report to, who's your line manager?  Do you manage other members of staff?

6. What kinds of writing do you get from academic staff?  

7. Where do the requests (for this writing from academic staff) come from?  

8. Are these pieces of writing that you request or that they give you anyway?

9. What do you do with that writing?

10. How do you get these requests to academics?   

11. When does that work well, when doesn't that work well?


	2. How is communication mediated with people within the department, within the university, beyond?
	1. How do you communicate with those people?  Face-to-face, email, phone ... 

2. What proportion of your work is done face-to-face, what proportion at a distance?


	3. Configurations of working time and space, and attitudes associated with that - feelings about work space
	1. Where do you work?  Do you ever work from home? Why / why not? How does that work?  

2. Do the people you communicate with ever work from home?  How does that work?

3. Do you ever work more than your contracted hours, or outside your contracted hours?  How does that work?

4. Do academic colleagues ever communicate with you outside your contracted hours?  How does that work?

5. When you're not there (holiday / sick / ...), what happens with your work and communications? does someone else do it?


	4. Use of digital technologies - has this changed, feelings around that
	1. What digital platforms / tools / software do you use most often?  (with probes: email / filesharing / institutional software / ...)

2. What digital devices do you use?

3. Do you use any personal accounts for work purposes, or do you do everything from your university email account?  Do you have a separate personal email account?

4. Do you engage with the VLE as part of your everyday work?  Does this work well?  Is there anything about (Moodle, Blackboard) which is annoying?  Is there anything about it which makes life easier?

5. Emails: roughly how many emails do you get on an average day?  Do you have any systems for dealing with email?  Do you check emails from home?  Do you have emails on your phone?





· Ask the participant if there's anything they would like to add.

· Wind up the interview and thank the participant. Switch off the recorder.

· Ask the participant if they'd like to see the anonymised transcript.
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