MiPod Guide

Hints and Tips

To plan in advance

· Check location MiPod to be used (20ft x 10ft of space required)

· Is there access to power sockets? If not, a generator will need to be borrowed/hired with cables which allow a normal plug to be plugged in

· Any paperwork need completing or documentation need to be shown such as liability insurance?

· Familiarise oneself with the risk assessment and ensure measures are in place

· Plan a couple of different people to take the role of interviewer to allow for breaks etc

· Plan a couple of people to encourage the target group to take part

· At least one trained person is required to set up the MiPod

· Agree question set with the relevant people and write as will be read out e.g. 

· For under 16’s, either gain signed parental consent, capture parental consent on camera or ask the under 16’s to sit down so their faces are not recorded, or face the lamp into the camera so they appear as a silhouette (this covers us if the footage is seen outside of the organisation)

· 16-18 year olds can sign their own consent or give verbal consent

· Lower limit is 12 years

Before the event

· Collect MiPod and equipment from Surrey Police Authority, Mount Browne

· Print copies of question set to be used and think about who you want to encourage to take part (e.g. young, elderly, Surrey residents)

· Obtain incentives such as branded freebies or sweets to encourage people to go into the MiPod

On the day

· Health and Safety recommendation is that the MiPod shouldn’t be used if it’s torrential rain

· Check health and safety risk assessment 

· Allow 60 minutes to set up MiPod and equipment, and test out

· Have two people to ask questions and at least two people to get people in

· Brief everyone on agreed process for under 16’s

· Please do not leave the Mipod unattended as this will affect the liability insurance

After the event

· If the MiPod was wet when packed, please unpack and allow to dry out, otherwise it will smell

· Return MiPod and equipment to Surrey Police Authority, Mount Browne

To put up 

· Where you want the public entrance to be, the air-filler tube on the MiPod (for the fan) needs to be on the right hand side

· The interviewer uses the room closest to the fan

· If outdoors put ground sheet on the floor and put 6 tent pegs in with hammer

· Take MiPod out of the bag

· Unroll MiPod 

· Put air-filler tube of the MiPod over the nozzle of the fan, and tie the cord around the fan to secure

· Switch the fan on and watch the MiPod inflate! 

· Keep the fan on until you wish to deflate the MiPod

· Whilst inflating, locate the two strips of Velcro which hides the zip – one on each underside, and zip up the MiPod

· If outside, use  tent pegs on the base of the Mipod to secure into the ground

· Use 4 guy ropes on the corners of the Mipod, by passing the loop of each guy rope through each metal ring and feed the other end of the guy rope through itself, and secure into the ground with tent pegs

· Repeat the above for the two apexes

To set up equipment


On interviewer side

· Put the mirror into the centre of the MiPod on the interviewer side

· Clip camcorder to the camcorder tripod so the tripod handle faces you

· Put the camcorder tripod by the mirror on the interviewer side (Shorten the two front legs to enable the camcorder to get close to the mirror)

· The camcorder lens needs to be right up against the mirror

· Check the camera is set to the red video icon setting

· Headphones for interviewer to be plugged into yellow socket in Camcorder

· Question set to be taped beside mirror for ease of interviewer

· Interviewer to use personal microphone and check it is switched on

On interviewee side
· On the interviewee side, put the microphone stand and microphone in front of the mirror (microphone needs screwing onto the stand)

· Plug the microphone from the interviewee side into the input socket on the camcorder (wires to go under the wall of the MiPod)

· Put the lamp and the PA speaker with power cable on the floor near the mirror

· Interviewer to hold microphone or wear personal microphone and wireless transmitter so interviewee can hear the questions

· Switch everything on and check with colleagues

· Lamp in correct place so interviewee cannot see interviewer (if it’s a bright day and both sides can see through mirror, most of the mirror except the camcorder lens will need covering on the interviewer side with a cloth or paper)

· Interviewee can hear the questions (check the PA system is switched on and volume at right level)

· Interviewer can hear responses (check microphone is switched on)

· Repeat above whilst recording with Camcorder (press the on off switch then the red button to start and stop recording)

· Check audio and visual recording

· It’s ready to go! Stop recording after completing each set of questions, but remember to press record again when the next interviewee enters

Trouble-shooting

· If the interviewee cannot hear the questions, check the interviewers microphone is switched on (not on ‘off’ or ‘mute’)
· If still no sound, check the PA system is plugged in, switched on and adjust the volume level
· If the interviewee can see the interviewer through the mirror, cover the majority of the mirror with a cloth, with the camcorder lens only being visible
To take down

· Remove all equipment from inside the MiPod, including the mirror

· Unzip the zip on each underside

· Turn off the fan and untie the cord

· Allow the MiPod to deflate and  collapse on it’s own accord

· The only way to speed the process is for 4 people to hold the metal rings at each top corner and pull ‘out and down’

· Once deflated, fold in half lengthways

· Fold in half lengthways again

· Roll up from the end without the air-filler tube

· Put the MiPod back into the bag
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