Prevention Opportunities Mapping and Planning Toolkit (PrOMPT)

R6 Session plan – training for interviewers (2 hours)

	TIME (MINS.)

	LEAD
	EXERCISE
	DESCRIPTION / INSTRUCTIONS
	OBJECTIVE
	RESOURCE NEEDS

	10
	
	Introductions

What we’ll be doing
	Introduce the purpose of the session:

1. To introduce interviewers to the toolkit.

2. To ensure they are familiar with the questions.

3. To discuss interviewing techniques.

4. To adapt questions as necessary.

5. To ensure that the information gathered is sufficient for the data tool.

Explain what PrOMPT is.
Clarify any decisions taken at the partnership meeting about the process.


	To introduce the interviewers to the purpose of the session 
	

	15
	
	The interview itself
	Introduce the four sections of the questionnaire.

Interviewers to split into four groups. Each takes one section of the questionnaire. They should discuss and complete the sheet ‘R6.1 Interviewers’ preparation sheet’.

Feedback and questions.
If not covered by the discussion mention:

· environment

· consent

· a non-challenging approach.

Finish by sharing the available resources.
	To ensure the interviewers are familiar with the layout of the questions and have strategies in place to respond to any difficulties.
	R6.1 Interviewers’ preparation sheets; 
R10 Questionnaire for interviews.
.Pens.
Resources: 
R7 Information for services; 
R8 Information for interviewers;
R9 Information for clients;

R10 Questionnaire for interviews

	25
	
	Practice
	In 3s (an interviewer, an interviewee and an observer), practice asking the questions using R6.2 Practice scenarios.
	To give confidence in asking the questions and to identify any amendments needed.
	R6.2 Practice scenarios.

	10
	
	Feedback and questions
	All to feedback and suggest any amendments to the questionnaires
	To ensure that all are happy with the questions and how to ask them.
	1 flipchart

Flip chart pens

	20
	
	BREAK
	
	
	

	20
	
	Entering the information
	Each group to try entering the information gathered during the interview on to the system.
	To ensure that interviewers are clear on the information that is needed from the interviews.
	Laptops with internet – training URL: http://survey.homelesslink.org.uk/index.php?sid=77389&lang=en
OR

R6.3 IT system questions.

	10
	
	Feedback
	Any feedback or adaptations to the questions to be highlighted.
	To finalise the questions.
	Flipchart as used above. 

	30
	
	Next steps
	Discuss the practicalities of what needs to happen now.
	To make the preparations for conducting the interviews.
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