

Staff Interviews

Agency Review

	Agency Name:
	
	Contract Number:
	

	Program Description:
	
	Coordinator/Manager:
	

	Date of Interview:
	
	Time and Location:
	

	Staff Identifier:
	
	Position/Department
	

	Interview Conducted By:
	
	Position/Department:
	

	Interview Conducted By:
	
	Position/Department:
	


Information to Staff Member:  (Read through agency contract for scope of service)

· Introductions 





· Purpose of Review - It is a monitoring review to establish a more organized baseline of information about all our funded agencies.  It will give all of us solid, current data to work with as we move ahead in strengthening our city’s service system for the homeless and at risk population. 

· Purpose of Interview – gain the perspective of those who actually work in the housing and homeless sector
· Confidentiality
Working Here:

1. How long have you worked within the service?  __________________

2. What kind of training and orientation did you have when you started your position? 

3. What qualifications and experience did you bring to this position?

4. Have you taken part in any training courses since you’ve started working in the service?

5. What kind(s) of training do you think would add to your skills and ultimately benefit your clients?

· Prompt: diversity training, transgender, computer training, computer software

6. How often do you have performance reviews and follow up?

7. How often do you meet with your supervisor?

Client Service:
 

8. What do you think is the most important part of the service?

9. Describe one of your most challenging cases – how the client came to you, what you did for the client and what the results were.

10. What services do you refer your clients to?
11. If advocacy is one of the job responsibilities, how do you go about advocating for clients on client specific issues?

12. If following up with clients after initial service has been provided is one of your job responsibilities, do you encounter any trouble doing the follow up?

Agency/System Planning:

13. What opportunities do you have to share with management trends and issues affecting:

a. Day to day operations of the work that you do with clients?

b. Overall housing and homeless system?

14. Are there any problems completing the quarterly statistical forms?

15. The data collection is important to us for future planning in the homeless sector. We can also take note of any trends and gaps in the services provided across the city. Have you found the data useful for any planning or analysis in your agency? 

Operations:

16. Is your workspace appropriate, providing adequate space and privacy to engage clients?  Is it accessible?

Prompt:  if you have someone in a wheelchair, where do you serve them?

17. How do you go about protecting client confidentiality?

Diversity:

18. What issues do you help clients with that relate specifically to gender/diversity?  For example, women’s safety, disabilities, discrimination?

19. Can you think of any diverse group or groups that require enhanced access to services?  What could be done to increase access?

Staff Input and comments:

20. Would you like to make any comments about the service, including ways to improve the system?

Prompt: better service coordination, concerns with referral and referring agencies 

21. What do you enjoy about this kind of work? 
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