Sunday Night – Pre-site Visit Meeting

· We represent the Council, not our individual employers.  We need to behave professionally at all times.  Respect everyone at the site.

· We do not talk to customers.  We ask employees criteria-based questions about how they relate to customers

· Remember, there are no wrong answers to your questions.  If you are unclear about the answer, try asking the question in a different way.

· Use “tell me how…” or “How do you…?” questions.  Don’t ask, “Why do you do this?” or “Why do you do it this way?”

· Ask everyone “Is this a good place to work?”  The total set of answers we get to that question will give us an overall picture.

· Avoid being prescriptive.  Don’t tell them how you do or did something.  Just ask how they do it.

· Be objective.

· Use the standard Introduction and closing

· Ask permission to take notes and then take good notes; note who you are talking to, their title, and the time of the interview.  This will help if you need to go back to your notes.  

· Ask “Is there anything you want to ask me?”

· If you get a question like “Are you here to find out what we do wrong?” or “Are you going to fix things?”, reply “We’re just here to clarify and verify a few things.”

· Don’t discuss how long you have been an evaluator.  Everyone knows that that the leads are experienced, but they have no knowledge about the rest of the team.  If someone asks, just tell them that all evaluators are well trained.  There have been instances where people have questioned an evaluator’s competence, etc if they know the person is new.

· If the organization gives you any materials, make sure it is labeled so it can be returned to the right person.  All these materials must be left with the organization.

· Do not accept gifts or gratuities of any kind…the only thing we take away is what we eat.

· Do complement, if appropriate, for cooperation and thoroughness of presentation.  Do thank people for their time.

· We need to manage the interviews; don’t allow yourself to get sidetracked.

· Manage your time; it’s important to be on time for the next interview.  If you need to schedule a follow-up with the person, do that.

· Review the writing rules.

· Enjoy the experience

