4.A.4.e.
Checklist of Planning Steps

Checklist of Planning Steps
Complete Tables 1-6
Use Table 1 to direct identification of Governing Body interview respondents

Use Table 6 to direct identification of Care Review respondents 

Send preliminary Tables and Site Informant List to the national evaluation team for review

Schedule the interviews after review with the national evaluation team
Send list of case record identification numbers to the national evaluation team for chart review sample selection

Interview Scheduling Checklist
Schedule ½ hour at beginning of first day for introductions and preliminaries

Schedule the Project Director for the first interview on the first day, with both site visitors together at the same time

Schedule 2 hours for each interviewer to conduct chart review

Have a resource person available to assist with chart review as needed (explain chart set-up, etc.)

Leave 10-15 minutes between every interview for adequate completion and set-up time

Leave adequate time for travel between interview locations and for set-up time after arrival at destination

Leave 30 minutes between the time of the last interview and the de-briefing for site visitor planning time

Do not schedule interviews as part of meals or in groups of respondents

