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1. Staff Interview:  Select a staff employee of the agency to interview.  This could be an agency administrator or your supervisor.  This individual must be knowledgeable about the practice and policy of the agency.  Interview length is about an hour.  Use the following questions as a guide:


a.
What is the organizational structure of the agency?


b. 
How flexible is the organizational structure of the agency 


to adapt services to meet emerging needs of clients?



c.
What services are available to the clients?


d.
What is the geographic location of the agency within the community?

e.
What ethnicity and socio-economic status is predominant in this community?


f.
What resources does this community need?


g.
What is the community’s perception of the agency?


h.
To what agencies are referrals made?


i.
Which agencies refer clients to this agency?

2.
Client Interviews:  Based upon the purpose of the interview, describe the following information:

a.
Client demographics (age, gender, ethnicity, living situation, family 



information, etc.)

b. Client’s affect

c. Purpose of the interview

d. Presenting problem

e. Description of the interview

f. Action taken (community referral, etc.)

g. Any plans for follow-up

3.
Collateral Interview:  Describe the following information:


a.
Explain choice of the individual


b.
Individual’s demographics (age, gender, ethnicity)


c.
Relationship of collateral to the client


d.
Information received

e.
Explain how the information helped you in your understanding and/or intervention with the client.

