Phase 3 questions: HoD/management (longer version)

· 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. How are managerial practices shaping and coordinating writing work
	1. What do you do? What does this role entail within the Department? What are you responsible for? 

2. What's your title and has it changed?

3. Has this role changed over time? What were the reasons for those changes?

4. Who do you report to, who's your line manager?  Which members of staff do you manage?

5. Who do you work with regularly?

6. Is most of your work related to management, teaching, students, research, something else?  

7. What kinds of writing specifically do you need to get from academic staff?  What do you do with that writing? Are there any other kinds of writing that they either give you or share with you to look at?

8. More generally, what kinds of writing would you expect academic staff to be doing as part of their role?  What's most important, what are the priorities? How is this communicated to them?

· Are the academic publications of staff recorded? 
· measured? 
· evaluated? 
· How does this work?
· Why is this done in this way?

9. What about admin staff? What kinds of writing do you expect from them?

10. Are any other writing activities of staff recorded and evaluated in this way?

11. Where do these requests come from?  

12. How do you get these requests to academics?   

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

14. What does it mean for the Department to be "successful"?

15. How are staff managed / evaluated / appraised?  Is there a system of annual appraisal? How does it work? What is covered in it?

16. Generally speaking, what is expected of a member of staff in terms of performance? How do you know someone is doing OK, meeting the standard required?  How do you know if someone's not doing OK, in terms of performance, what happens then?


	2. Configurations of working time and space
	1. Do you always work in the office, or do you work from home?

2. What kinds of work do you do in the office, what kinds of work do you do at home?

3. Do you expect academic staff to work mostly in the office?  Regularly?  Only when they have to? (probe a bit: why / why not?)  If they're not in the office, is there any expectation that they will be contactable?  How?


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

2. How do you prefer to be contacted?

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

4. Where do requests come from?  How do you get them, how do you distribute them?


	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. What are your expectations about staff's use of digital devices, digital platforms?  Do you expect staff to use their own computers for work?  Do you expect staff to have an Internet connection at home? Do you expect staff to be available at all times, what are the expectations around staff availability?

4. What kinds of digital platforms and software do you expect staff to use?

5. Have there been any significant changes in this in recent years?  Has that worked well, or not?

6. Are staff expected to engage with the VLE? To what extent?  How long has that been the case for? (electronic marking?)

7. 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?

8. What are your expectations around how academic staff handle emails?  Are there any policies about responses to emails?

9. Does the department have a policy around social media?





· [bookmark: _GoBack]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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