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" Preface

Systemadtic Interviewing Skiils P rﬁclpanfs WOrkbook What is it?

* This manual contains all of the forms and training aids that would typrcclly be distributed by
the trainer during the training session. It includes material needed for the various training
exercrses that will be done during the session cnd .provides spcce for note taking.

Systematic Interviewing Skilis Paﬂ]clp’am‘s Workbook: What is its pyrpose?

4. To provide a record of the training session experience for you to tgke with 'yod.

2. To help you organize the information you will be getting and make note taking easier.
3. To provide you with information and response forms you will need in training. )

~ -

.
~

Wstemaﬂc Inierviewing Skills Participant's wOrkbook Howdoluseit? . '
The trainer will direct you as to what page to turn to cs material is presented and trclnrng

exercises are performed. 1
The workbook is yours. Use it to facilitate your leaming of Systematic Interviewing Skills .

-

(4

Systematic Intelvlewing Skills Training: The Process

The trcrnlng approcach used during this trcrrl[ Ing session is based on a Model that requires the
‘Jrner to tell —— demonstrate —> elicit description —= elictt action — summarize
.~ —> assess which draws on the leaming models of leaming by [jstening, Ieamlng by obsserv-
. . . ing, and leaming by dorng This will require you o listen —> wctch —> discuss —= do.

i —=> Qssess. )

.The components of the training will be covered utilizing the follewing outiine, cs appropridte:

. -Definitiof
Il.  Rationote . -
i . Obijectives ..
IV.  Principles . ,

V. Demonstration of Non-Facilitative Techniques
VI.  Results of Nori-Facilitative Techniques

VIl. - Demenstration of Facilitative Techniques .~ N
- VIll.  Results of Facilitative Techniques
IX.  Discrimination Exercises . ' )
= X.  Pracfice - « v -

XI.  Summary

Group Discussion

)\
Group discussion is an |nfegrcl element in the success of fhe“trcrning session. Leaming wjll
be facilitated by you freely expressing your reactions ideags, efc.

~

- —t - Have A Leaming EXperlenﬁ!

vy

‘v
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Infroduction to Systematic Inferviewing Skills

L

- - Y ,
. " . Purpose of Sectionll

1. To leam about the Systematic Intenviewing Skills model.

2. To leam the concepts of-Systematic Interviewing Skills.

-

3. To leam about the.importance of the progras.

4. Toleam about the philosophy of Systematic Interviewing Skills

5:To see an oveniew of the training program.

6. To leammr about the objectives of the training program.

General Infroduction<

Two general types o}&interviews:

Type 1)  The fogus Is on

. Examples include: ) “
Type 2) Thefocus is on '

ExumpJes mclude
P

i Deﬂniﬁon of Sysfemaﬂc Inferviewing Skills -

K ‘ ) ¢ -
.

Major COmponents of stemaﬁc Infenrlewing Skills

Systematic Injerview Progrcmmmg
Information’ Egchange
.~ Exchanging Information Non-Verbally
Exchcnglng Information via Verbal Responding

The Importance of Systematic Interviewing Skills’

~

) ¥4
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- Relevant Inform

-~

~

~

Relevant Information Awareness Matrix

ation from the Interviewee’s Perspective
. . . ' _3.

Not Known to
_Interviewer «

-

Hidden Dimension
(Coliection Area)

Knowhto

Interviewer .
Known to Known y

- Inteviewee Dimension
§ {
Not i Biind Dimension

Known to , (Dissemination
Interviewee Area)

. Unknown Dimension
- (Both Collection
and Dissemination)

LY

Known Dimension - Information known by

Biind Dimension - Information known by’

Hidden Dimension - Information known: by

, but not by

, but not'by

Unknown Dimension - Information not known by % .

3 . \




L ERIC

Aruitoxt provided by Eic:
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. : Unknown S
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o " Interacting :
Three bc\ic/wcys of intgrccting with others: .
1. -

- 2.

1. Playing games 1§ Ay example of interaction. .
2. Takking about the weather is an example’of

. 3 Helping others obtain desired objectives is ah example of. -

’
-

Do Not Make the Interview a Game.
Do Not Make the Interview a Sociable Conversation~
‘Do-Make the Interview Helpful inferaction

The most successtul interviewer, is:
An efective

inferaction.

An effective _
Cw i Ly Kt
An effective . - 4

An effective

An °

1
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Ovetview of the Trai

rview Programming \\J
Amgcting the interviewee

Step | Planhng the interview
Step Il \Structring the interviewsetting

Informatfon Exchqnée Jfectiveness .

Step |  Information dissemination
.Step Il Information collection

Non-Verbal Inferaction Techniques

Step | Posifioning
Step I Obsening
Step lll  Llistening
Step IV Orggnizing

Verbdi Responding

. Step | Moment-to-moment responses
1. Continue
2. Restricted-Focus
or§-Focus

Systemati

1 Listener
2. Interogator

« - 3. The Explorer

! 4. The Reflector -
5. The-Declarer
6. The Self-Expresser .
7.

The Interpreter

7

14
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Objecti f
Sysfemaﬁc Interviewing Skills Training

I4

. To define and teach those basic intenviewing sk|||s which Inﬂuence the afu\clityofinfonnc(rfon
exchange within the interview. .

. To expand your response options enabling you to become a skilled interactionist in camny-
ing out your maijor function of exchanging information within the interview.

. Identrfy moment to—moment responses used to collect and disseminate information.
4. |dentrfy response modes/sMes and intercchon profiles.

! Suggest aresponse style that will fc&tate the most seff-expression fromthe mtervuewee %h us
enhancing the information Exchange process. ' :

N
Ve

. Provide a set of tools which will allow you to evaluate your interview behavior.

. The purpose of this training is not to teach personal adjustment counseling skills. Personal
adjustment counseling requires additional skills beyond those taught in this program. The

focus here is on intenviewing not counseling.
&

Other Objectives

>

'133

-/
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Systemadtic Interview Programming
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5 * 7
4. . . b
t- !
! Systematic Interview Programming i
, > 0{ ve *
B AN . Purpose of Section Il
1 iecrn the’ |mpon nce of progrcmmlng the inteview in a systematic fashion to build in
.success.

2.%eam how to mgtvate the mterwewee to cppecr for an inteview.

3 Lecm how to pian an interview

4 Leam how to structure the interview sefting fo_insure the effective exchange of information. *
5 Develop the tools to assess my sk||| in this area.

*«

-~

Definition of Systematic Interview Programming\
Major steps in programming an inferview include: - ‘

1. Aftracting the intenviewee
' 2. Planning the interview .
3 Structuring the interview setfing ' ;

»

~

S € wa
The Importance of Systematic Inferview Programming’
* There is an infinite variety of “Wrong" strategies bnd only a few "Riéht" strategies.

. There is an infinite variety of 'Wrong ways to conduct an mfervnew and only a few “Right”
ways.

-

Systematic Interview Programming enhances your chances of employmg nghf sfrctegles
cnd conducting an interview the ‘Right” way. 1

47
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. Step | - Attracting the Interviewee o
. . Definition of Attracting Actions !
] ' ' ; N . ¢
4 . \
’ : Importance of Attracting Actioris . )
, . ‘x\‘
- ) “ » . . ) -
v “Objectives of Attracting Actions
‘ - ' ,
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Guidelines for Effective Atiracting

1

Decide on your mode of éommunlccnon

Decide to whom the invitation will be extended.

Be sure the person knows exactly who the inteview is with  +
Inform the person of what will happen

Inform Fhe person of where the interview will take place

- Inform the person of how to get to the interview

Inform the person of when the interview will take place
Inform the person of the generdl purpose or the why of the interview.
Encourage the person o appear by presenting him her a personal reason to appear

Get a commitment from the person it you are extending ap invitation in person or by
phone ’

Follow-up If necessary

Other Guidelines

12
13
14
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Aftracting

o .. Exercise 1 -

Mr./l\(lrs./Miss Sam Jones % . has an appointment with ___John Sihuth
at . 1000 am/pm.on ly 6 : )

Please be on time. ,
=~ JohnSmith . —=
" Any Agency )
1621 So. Oak Drive A
Temytown,"'CA x-

[

Is all the information that answers the who, what, when, where and how mdlccted m the .-
appointment slip? ;

a. Who is the person to see?
b. What kind:of interview is it?
- ¢ When is the interview?
d. Where is the interview?
e. How will the perso'n get to the interview?

>

2. Is the general purpose of the interview described?
3. Have the specuﬁc benefits of the appointment for the éerson been identified?
4. What mlght be the consequences or results of this md of aftracting actions?

. What can be done to improve the attracting agtions of this inferviewer?

Group Reactions:

]
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' .7 Afiracting
Exercise 2
-

- ' 4

Name: _Mr Sath Janes : Today's Date: __ June 16: 1980
-Appomfmem: inihal lndlbldl_l?l screening interview )

Purpose:_to talk about ydur mtergsts and how the rehab agency might be

of service.to you |

Appointment Date: __Thursday ' " July 6, 1980 Ime- 1000am
With: _Mr John Smith, Staté Rehab Agency o .

ES

Lo¢ation: Any Agency - . My office is on the 3rd floor, ~ °
1621 So. Oak Drive room 116. The receptionist
Tenrytown, CA will direct you fo my office
Phone: 511-3232 ~ whenyou arkve Enclosed is
a map outlining the best route
to the building.

*

Note . .
+ Mr Jones, | understand you have been referred to us by Jack Dailey of the

Mimy Clinic He informs me ydu are interested in the kinds of servicds we might

provide fo eligible persons | will look forward to seeingyou and discussingwith

‘you what we might be able to.do. Call me if you have cﬁ‘y,queﬁipy,r“ .

¥

Is all the information that answers the who, what, when, where and how included in the

appointment slip?

a Who'is the person td see?
"b. What kind of interview is it?
¢ When is the intendiew?
d Where is the inte;view/? :
e. How will the person get to the interview?
Is the general purpose of the inferview described? ,
. Have the specific benefits of the appalatment for thé*person been identiied? * ¥
. What might be the consequences or results of this kind of cﬁrcc‘ting actions?

-

- R

. What can be dohe to improve the aftiaciing ackiens of this infVievier? ¥ ,

g

) Group; Reactions: N
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Affracting : .
) Exerciszs» ‘ Pl

Below is-a brief sketch ofan individual. Assumet atthis personhasbeen setup to see youfor

an initial inferview two weeks from now. Write an* mwtohen for an appointment

<

!
f
{ o Joan Jacksonis a 17 yearoldfemale. Sheisa speciol aducation studeént atthe
' local high school. She was referred to your'agency/ organization by the high
school counselor, Mr. Sam Little. Someone called for an appoinfment and
your receptionist mcde one for her at 8:30 a.m. two weeks from todcy

+3

Aruitoxt provided by Eic:

-
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Attracting
-~ . w_gxerclsze 4
Wiite a statement you would use to make an appointment for someone you might en-,
counter in your present line of work. The appointment may be for an initial interview or a later

. s .
interview.
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. | —  Aftracting The Interviewee « - :
’ Self-Assessment Check List . -
| ’
| QeWhen mokmg an appointment fora persc/‘tt»éome for on interview, | perform the following
| haviors .
No 'N/A - e 8
. p 1 Consider carefully the mode of communication (whether phone,
. written, or in person) that is most oppropnote for the person bemg
' _invited.
S 2 Consider carefylly to whom the invitation is extended (interviewee,
’ Ca ,Parents, guardian, spouse, efc ).
X ™ 3. Make sure‘the person knows exactly who the ihteview Is with |
’ “~ |dentify myself and my dgency/orgdnization cleaty . ¢’
a . 4 Inform the person of what will happen | state thetype of interview
Y, ’ - the person 1s being reQuested to come for (ie . this 1s an initial
SR . screening interview) , . -n
: - * 5 Inform the person of where thagnterview'will take place 1 am very
a \ ~— precise In stating the interview location -
v ' 6 Ifform the person of how to get to the inteview | give precise
directiohs of how to get to my location
. M' - a7 Inform the person of when the interview will take place Time and
' i &ate are included in fhe invitation
. > 8 Inform thepersonofthegenerolpurposeorthewhyofthemterwew
- . | state exactly why the person is being extended an mwtonon
-~ (i e., "To talk about how this agency may help'you™)
‘ 9 Encouroge the person to Gppear by presenting a personal reoson
S . . | stress the benefits or advantages to the person of attending the
2 - 3 - interview. .
. R 10 Follow-up | remind the person of the interview just before the
] _ scheduled date..
- . )
~d
Y . i A <
b 4 /—\_- . ; - _
3
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- "~ <Step Il - Planning The Interview

& . : s

’

. : - Definition of Planning
’ Three types of objectives mclude ' . .

1 General
2 Specific _
"3 'Mcmenf-tombmenf’/ L

Examples of Genéral Objectives for the Initial interview

‘4 Establish rcppon."

2 Determme appropriateness of referral.

3 Obtain’intenviewee's expectations and ldenwy needs
: 4 Complete necessary. interview forms. i
5 Prescribe your cnq your agency’'s purpose.

Exampiles of Specific Objectives for the initial Interview ) N\

1 Explore interviewee's history of previous problems that relate to general objectives
- 2. Give inteviewee information about a known interest he/she has. .
. 3 Complete forms that are specific for the interviewee.

Examples of Moment-to-Moment Objectives in an initial Inierview .

1. £xploration of the interviewee's anxiety about being referred to your agency.s

2. Exploration of the intervieweg's hostility toward authority figures. )

3. Exploration of the: 1eys the: inte;vuewee experiences as a resylt of some event.
. 1’ : . ,
N The Importance of Planning b




1. Develop a genercl go‘me plcn .which wnII g

* interviewed.

2. Develop specnﬁc objectives for ecch person as appropriate.

" 3 Allow your pre—mtervlew objectives to be moderated by moment to moment objectives
thct develop dunng the mtervuew

4 Do not become so involved in the content of forms that you miss what is really bemg
communicated. Be aware or' whct is thpenmg with the interviewee and respond

dccordingly.

6 Revigw obijectives pridr to ‘each inteniewee contact. T
7 Inform the person of the interview oblechves

8 Be fiexible!
Other Guidelines
9 -
10. -
1.

12.

-

Guidelimes for Effective Planning ~

‘v 5 Develop interview oblechves and strategies in written form. o .

k4l

uQe your gcﬁviﬁes no matter who is being

. !

-

A

<

g'/'
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Guidelines for Developing “Game Plan”

1. What are my objectives for this interview? -

2. What information do | need from the interviewee to achieve those objectives?

3. What information, does the interviewee need from me to achieve those objectives?

4. What is .the most efficient and effective way to collect and 9issqmincte that information?

- Condensed Example of “Game PIdn”

1. What are my objectives for this interview?
a. Determine appropriateness of referal.
b. Establish rapport.
c. Complete intake interview forms. ,

o

-

2. What information do | need from the interviewee to achieve those objectives? -
g._ze/fencl source. A )
—Reason for (eferal. ’ -
¢. The person’s expectations. -

d. The person’s feelings about being refered.
e. Information necessary to complete forms (e.g., personal data, social history, etc.).

3. What information does the interviewee needfromme to achieve those objectives?
a. My role and function.
b. Description of my agency and its role and function.
c. The interviewee's rights and responsibilities.
d. Confidentiality.

4. What is _ﬂn\emost,efﬁcient and effective way to collect and disseminate that information? )

. Ask inteviewee to complete part of interview form as appropriate.
. Give the person a lot of freedom of expression. .

. Ask open-ended instead of closed-ended questions.

. Atend to and respond to the person’s feelings.

. Talk at the person'’s level of comprehension.

. Be a goodJistener.

-~ D000 Q

27.
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Planning
Exercise 1

. Did the inteniewer appear to have a systematic ipterview plan? . ’

. What do you think his objectives were?

. Did he inform the person of his objectives?

. Did the interviewer respond more to the forms or to the interviewee?

. Was he flexible?

. What fopics were discussed? ) iR
. Was each topic discussed in depth?

.. What were the intenviewer's strong points?

-

. In what areas was he weak? List mistakes in effective plcnning.'
. How would you describe the Interviéwer/interviewee relation#hip at this point?
. What might be the consequences of this kind of planning?
. What would you- do differently during this interview?

—
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Planning - .
Exercise 2 ° _ \
Did the interviewer appear to have q sygtemctic interview plan?
What do you think his objectives were?.
. Did he inform the person of his objectives?
. Did the interviewer respond more to the forms or fo the interviewee?
Was he fiexible? )
. What. topics; were discussed?
Was each topic discussed in gepth?
. What were the interviewer's strong points?

<

. In what areas was he weak? List mistakes in effective planning.
How would you describe the interviewer/inteviewee relationship at thi:s point?
Whot r:night be the consequences of this kind-of planning?
Weat would you do'differenm; during this interview?

.
L 4




= Planning \
Exercise 3
) List objectives you would want to achieve with everyone during the initial inferview.

1. ] . .
2 -
3 .
4 Y
5. P -
6.~ .

) 7 d

- 8' ’ - -

" 9. -
k]
10. -
.
’ 8
e ! .
) < M ' -
Y -
~ -
\ . .
[ AN - '
- * . : .
an ‘ ’
\‘\ ’ . . ~

- ' 4 : < -




Planning ~ .
. . Exercise 4 A\ '

List major topics you would want to dlscuss with everyone during the’*’lﬂcl interview in order
to achieve the objectives you have listed above. Place them underthe heading “Infarmation
to Give to the Interviewee™ and “Infémation o Get from the Interviewse.”

Informationto . '
Glive to the Inteniewes

Information to
Get from the Interviewee

1. 1.
2. 2 '
3 . ; 3.
4, )
. 5. 5.
é. 6.
7. 7. -
N v ]
: ,? R 9. ’
1. 10 A )
,/»\._:L " .
A ™ %{"’ 2. o~

31

!y

31




. . A ’
-4-\‘ ‘ . N -
Planning
Exercise 5 . ’ "

List actions you would want to perfonn In order to dlssemmote and collectthe mformohon
you, hcve listed above. ,

What is the most effecnve cnd efficient wcy to exchange information and cchleve my
. objectives? ¢ °

2. T . * -
3 \\ .
4. \ b ’
6. \ . .
7. -
» 8. | s . ' .
9 ’
0.

-
.
-

e - - L
RI g : , ,
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Planning The Interview Self-Assessment Check List
| perform ;he followjng bopovlors -
Yes No N/A

- : 1. Develop a genercl ‘game plan™ whlch guides my activities dunng
the interview.

2."Have a systematic format which | follow when developmg my -
general "game plan.”

* 3. Whenfo uloﬂng my plan, | focus both on the content of theinter-
view, suchas topics that need to be discussed, and process orhow

; a.
15.
6. Review those objectives prior to the inteview. o

) : 7. Inform the mtervlewewiﬂtle interview objectives. - ‘

8. Allow my general and pre-interview objectives to be moderated by
moment-to-moment objectives that develop during the course of
- the inferview.

9. Do not become so involved in the content offorms that | miss what
: is really being communicated during the inteview. | am aware of
what is happening with tpe interviewee and respond appropriately.

10: Am flexible. | do not rigidly and inflexibly impose my "game plan”
- ) on the interviewee.

1

2 % | \ -

J
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.Step Il - Structuring the interview Selting

+  Definition of Sfructuring -

Importance of Structuring




EN
it

* . e

Guidelines for Structuring The Inferview Sefting  { .
. . g RGN

0 -

. Arrange fumiture so as not to have physlccl barriers between you cnd the interviewee.

Place chairs opposite each ch,er et

s =

. Whenever possible have chairs of scme or simllar type and of equcl height. -
. Assure that fumiture is cemfortcble . ]
. Control noise or distracting variables, phone calls, knocks at thé door, outside noise, étc.
. Provide a meeting place whefe &bnfidentiality can be assured.
. Put away things you do not wi§h trLe inier\}ie\;/ee‘té see.
. Control temperature within the inferview sefting. .
. Control lighting within the intenview setting.
. Be sure the interview setting is acgessible.
10.
11.

<

Personalize the iftéview setting.
Structure the inteview time.: ’

Other Guidelines

12
A3
14.
15.-

\




. Structuring ¢ .
Exercise 1 . s’

| . . .
Below is an interview room where you will be meeting someone for an interview. List the things
that might be done to prepare the room to facilitate an effective exchange of information.

P ‘

’

-

open window,
v 5

big char *

&

-

‘.

messy desk

small char

Rl A rirmext providea by ERic:
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.t N 4 Structuring . - .
' Exercise 2 .
_ Below is an interview room that is prepared to receive interviewees. Compare and contrast .
R this one with the room on page 00 of your workbook. List the majar differences between the
two inteview rooms.
some size chars -
‘“9 « . - ™ ‘ *
- < - r——-‘
*A ’ ! u ©
e - + . closed window .
- ' v -' ) U
. 4
. § / b, .
. peat desk
\ Fal
closed dook o s ) :
L 1 - . N * . »
D —
N
* . B - , \&
-4. ot o ‘
no | .
2‘ 4 : L - 1)
d .
3 - -~
- * 1 - N —
4.
5: * ' r -
4 . ‘ ‘ ‘ ’ ! J i
v
N R A N ) . i -
, ¢ \ | ’ .
PO - \,
? ) : *
. v ’ i
. ~
o ‘ v > :
Q ) ' j . ’ 3 7 .
‘ l ’ it ~
~ . . .
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oo "t ‘ Structuring .
- . : . Exercise’3 ' -

R S
Ve
»

\

<
ok wbd >

L4
< o~
.
-
. -
.
.
.
% )
o« - .
)
A £
.
- \
.
hd .
C -
. Exergise 5
e

R List ﬁve tmngs you can do fo change or improve your present mteMeev sefting fom e it
< e . more conducuvejo informoﬂ'o‘h exchange effectlveness

: 1. -

— T ot
. . = -
a - %
- 5 3 . B . -
. - -
. . . - - . .
oo .t -
4 3
4. _—
- e -
. ” v - -
> . s 2
5. . -
. ‘
/ .
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- * - -
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-
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Structuring The Interview Sefting - -
Self- Assessmeni Check List =

o

Prior to an interview, | perform the following behaviors . . . ; &

~Yes

~—

No

N/A

~

1. Arange fumiture so as not fo have physical bcmers between me
and the person I'm mterwewmg

2. Have chairs of same or sirpilar type and of equal height.
3. Make sure the fumiture is as comfortable as possible.

4. Control noises or distracting variables such as phone calls, knocks
at the door, outside noise, etc. ’

. Prowde a meeting place where confidentiality ccn be assured.

. Put away things | do not wish the person to see

. Control temperature within thg interview setting.

. Control lighting within the inferview setting.

Make sure the interview sefting is accessible. " R

10. Structure the interview time so that sufﬁcuent time is cllowed tc}
achieve my objectives.

O ® N O O

o
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Systematic' Interview Programmipg

1. Aftracting the Interviewee > ' )

Mode of communication

Towhom . .

Who the inteview is with

What will happen

Whete the infetview is

How to get there

When the intewview is

Why or purpose of interview

Personal reason to come )
Personal commitment, if possible .
Follow-up v

2. Planrting the Interview ; ’ ’

" General “game plan”
" Systematic format
Content & process - I
Specific objectives )
Wiitten plan
Review
Inform.interviewee
oment-to-moment objectives
erson-Focus vs Form-Focus ’

/

* Flexible . \
‘3. Structuring the Interview Setting “x
Bariers —
*+ Chairs

Disfracting variables
.Confidentiality

Neatness

Tempetature

Lighting ) . .
Accessibility v
Personalize

Hme

~
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Systemadtic Interview P}ogramming Formcﬂ\

1. What are my objectives for this inferview?

2. What information does the inteviewee nded from me to achieve those obijectives?
_ | 3. What information do | need from the nkeviewee to achieve those abjectives?

| 4. What is the most effective and efficient way to exchange that information?
“

\ @. Aftract the inteviewee in a facilitative manner so that he/she comes to the interview with
M; a positive attitude. .

b. Carty out all the guidelines for effective planning.
¢. Structure the inferview sefting:making it conducive to the exchange of information.

Al
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, Informahon Exchange During
- | the Interview Process
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Irjformaﬁon Exchange l?uring the Interview Process

\ .
, Purpose of Sectian IV
1. Leam the importance of information dissemination.
2. Leam the types of information helpful'to give during the interview.
3. Leam a helpful style of disseminating information.
. Leam the fypes of information necessary to collect during the interview. :
5. Leam a helpful information collection style. \

- -

L

Definition of Information Exchange

< . .
. Importance of Information Exchange
. ‘Objectives of Information Exchange
. {
\\: ¢
, B
) Y,
* t
- . -
e 43
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Step | - Information Dissemination

Definition of Information Dissemination

\

’

Majo¥ Information Dissemination Categories - ‘ e

Role & function of your cgency/orgcnizchon,lsechon «
Your role & function

Interviewee rights ¢ -

Interviewee responsibilities }

Importance of Information Dissemination

'

Objectives of Information Dissemination

Coa

14




Summcuy of Meeting with Dr. ‘Fbi;f_acb\..

14

Dr. Faiface appeared to be an extremely efficient and mielllgent person. He literally whiskéd
me through the interview. He used a lot of words | did not understand, but | was afraid to ask
him what he meant as | didn't want to gppear stupid. What bothgred me the most was that he
kept refemring to me as being in “refraction status” - | gotta look that up when. | get home.
Although Dr. Fairfface was quite friendly he wasn't a real human kind of person. That was kind of
aeliefthough. him being an analyst and all. | was a little concemed that He would putmeon
the couch and start asking about my $€x life. After talking to him I'm not sure he was a regula(
kind of analyst. It may just be someeyzz offitle. On the otherhand he did csk alotofquestions
that you wouldn't ask just anyone/Things like my financiaf situation, relchonshlps with my
family, boss. what my interests were and all. | may hove told him some thlngs | shouldn t have
about my finances. I'm i Uble it he is affiiated with IRS.

He told me what his agency, The Government Em plo@es Restorchon and Growth Agency,
was about in general terms. He said basically their goal was to get professional govemment
people into situations where they can make their greatest contribution and more fully realize
therr intellectual, emotional. and physical potential. That sounds fing, but I'm not real sure what
he means in more Practical terms. He more or less suggested that this was a voluntary type of
thing—didn’'t come right out and say it—but then he told me he had made an appointment
for me with the State Health and Fifness Department for a complete work-up. | guess | will go
along with him for a while until | can find out just how much influence this guy has.

He covered'some of the things it was possible for him to provide for me if | am selected,
based on his work-up of my profile. He talked about being able to place me in a profession
most suited to my talents and being able to provide education to that end. I'm not'sure if he
meant a short-course, night gchool, orwhat. He also, mentioned "supportive services” such as
encounter groups, a jogging program, and health foods and their contn'buhon to overall
effectiveness and independence. | think he is a health food nit.

Basically those are the main points | got out of it. | may have missed some thihgs as lwas
kind of uptight about the whole thing. He said he hoped we would have more time the nex1
meeting and he would answer my questions. | really need o make a list. s

' List any questions orreactions you might have as aresult otyour first meeting with Dr. Fairface.

® N O OR LW
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Guidelines for Effective Information Dissemination
During The Intake Interview

'
.
. “ . .
- -
s T

4. Explain the role and function of your cgency/orgcnnzction/sechon

2. Explain how or why the person wcs refered to your cgency/orgcnlzchon/sechon if
appropriate.

. Explain your role and function.

4. Explain tWé confidential nature of your relationship with the person.

5. Provide the interviewee with information rRg rding his/her rights.

6. Explain the contents of any form the pirson is asked to sign. ‘
7

. Explain any actions and responsibilities (what, why, when, where, how) required of the
interviewee by your agency/organization/section.

8. Ensure that your information dissemination is a vehicle for promoting independence and
interviewee involvement. § .

9. Communicate information at the inteviewee’s level of understanding.
" 10. Avoid presenting too much information at “one shot” in the interview.
' ~ 14. Present information in a timely fashion. : . '
12. Make sure the interviewee has understood the mformchon provnded

13. Summarize the sugmﬁccnt content of the mtewuew dlscu55|on as the interview approaches
its end.

L
uidelines )




Information Dissemination Effectiveness
: Exercise 1

1. Did the interviewér appecr to have an intérview plan? Why?
2. Was he systematic in his approach? Why? —

3. How adequately did he explain:
a. His agency's.role and function
b. His role and function
¢. Interviewee rights
d. Interviewee responsibilities o ) —

- Was information disseminated in o manner that promoted intenviewee involvement and
independence?

5. How appropriate was-the interviewer's language level when disseminéting information?
6. Did the interviewer provide information in q well timed fashion?
7. Did the interviewer avoid presenting too much information in “one shot"?

- Did the interviewer make sure the interviewee understood the information provided? ~

8
9. How did the im'erviewer’s information dissemination affect the inferviewer/interviewee
relationship? - . -
. List the strong and weak points in regard to how the intenviewer handied this interview.

Strong Points , . Weak Points

T

" 11. What might be the consequences of this type of informatio ’dlisse_‘mlnoﬂor] effectiveness?
12. In what ways might you have handied this interview d éﬁnﬂw
.

-
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.. Information Dissemination Effectiveness

Exercise 2 | ,

%
4. Did the interviewer appearto have an interview plan? Wh\'/’?’
2. Was he systematic in his approach? Why? R

4. How adequately did he explain:
a. His agency's role and function
. b. His role and function
~ ¢. Infenviewee rights
d Intenviewee responsibilities

" 4. Was information disseminated in a manner that p_ror_noted intervieweéxi\rlvolvement and
independence? -

How appropriate was the interviewer's language level when disseminating infprrhcﬁoﬁ?
Did the interviewer provide information in a well timed fashion?

5.
6.
7. Did the interviewer avoid presenting too much information in “one shot™? *
8. Did the interviewer make sure the infenviewee understood the information provided?

9.

How did the interviewers information dissemination affect the interviewerfinteewee
relationship? ' ‘

. 40. List tﬁg strong and weak points in regard to how the interviewer handled this interview.

Strong Points + Weak Points \ ‘

N -
.
» . Lo
. -
< -

iy N
b L] 1

w

11. What might be the consequences of this fype of information dissernination effectiveness?
12, In what ways might you have handled this interview. differently? -

P

A




[}

~ ?

-' Review of Guidelines for Informal'ion.DisseminahTon' ;

1

In summaty, the foIIownng information dissemination guudelmes cre to be considered when
disseminating lnformchon to the interviewee during the intake and subsequent inferviews:

1.-Inforration .is to be provnded to the person to promote independence and fo involve
him/her in the decision making process. The interviewee becomes betterbrepared to make
appropriate decisions when he/she has sufﬁment mformchon with which to make those
decisions. 3o X

2. Specific information needed by the person might include: *

I. The role and function of your agency/organization/section -

a. What it is

b. What it is not

c. Eligibility criteriq, if any  ~ s .
d. Eligibility process o 0
e. Senices pfovided

f. Potential contribution of services for reaching ob]echves

g. The referrcl process ) «

Il. Your role and'function
*a. As an aranger/coordinator of serwces
b. As a dirgct provider of serices oy
c. As an advocate <
d. As d‘tecm member

. Conﬁdenhcllty

IV. Rights of the person being interiewed C ~
a. Right of appeal N
b. The appeal process
c. Right to administrative review

. d.Cwifgnts “ ’ D

V. Responsibilities of the person being interviewed
VI. Other

3. The manner in which information is d|ssem|ncted is important. Hence ludgement is called °

upon to consider such things as: e
Q. Lcngucge level used - - Lo
b. Amount of information ' -

c. Timing of information S : -

4. Flnclly a summarization of the sugmﬁccnt content of the interview discussion mlght prove
helpful to bpth you and the person interviewed.

2 e
o ¢

Summary - -
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o '
What it Is:

What it Does:
Why It Works:
How To Do If:

When and
Whete To Do |t:

-
L
:

- 5

- Informaﬁoqmlbisseminaﬁoh .

Provndmg the inteviewee with mformghon or dqtc tHat are nd readuy

available to%m/her

Enhances tha/inteviewee’s decision mckmg ability and fccnlntates effec-
five joint program planning. - : s

Reduces the led dimension of the inferviewee's knowledge and facili-
tates positive relationship. . N

Khow the type-of information neededbv the interviewee and provnde it
while attending to: Language used, cmogu,gwen and fiming.-

Throughout your contact with the interviewee with specncl emphcsis on
the early phase cnd especnclly the initial mtervnew
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Information Dissemingation Self-Asse'ssrhem'Guide

;
£

+ Durjﬁg my intewviews, | perform the following . . . ,

Yes No N/A

“

|

10.
14.
. Make sufe the interviewee has understood the information provided. .
13.

.. ~
<
Py

-

. Explain the role and function ohn,y agency/organization/section.
. Explain how of why the inferviewee was referred to my agency/

organization/section.
Al ‘ M

. Explain my role and function. ¢

. Explain the confidential nature of the inteview.

. Expldin the rights of e interviewee.

. Explain the contents”of any fom | ask the interviewee to sign:

. Explain the actions and responsibilities required of the interviewee.,
. Make every effort to ensure that the-information | give is for the

purpose of promoting independence and involvement.

. Communicate information at the interviewee's level of under-

standing%
Avoid presenting too much information at “one shot.”
Provide information in a well-timed fashion.

Summarize the significant content of the inteview discussion as
the inferview approaches its end:

63
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L Systematic Interview Programming Format
- a——"
4. What are my objectives for this interview? ;,-
L 2. What information-does the inteviewee need from me-to achieve those objectives?

a. Specific topics developed such-as role and function of my agency/organization, my
role cnd function, intelvlewees rights and responsibilities, etc.

3. What Informcﬂon do | need, from the interviewee to achieve those objectives?
4, What is the most effective-and efﬁclent way to exchange that information? -

a. Attract the Interview/ee in a facllitative manner so that he/she comes to the interview with
a positive attitude:
b. Ccrry out all the guidelines for effective planning. : R
L ¢. Structure the jriterview setting making it conducive to the exchcnge of information.,
d. When di inating information attend to language level used, amount of information
in one_shot, timing, and interviewee's comprehension of the information.

L
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Aruitoxt provided by Eic:

’

» ’ ! '
.Relevant Information Awareness
Known to - Not Known to
— Intenviewer [ntervi)ewer
£ -
Known to, _ ~ Hidden
Intervieweé ™~ _ Dimension
Known Dimension
Unknown
Not Known _ - ‘ Dlmonsl_o/g
to Interviewee Blind Dimiension )
. N -
: - .
/ ]
-~ . ¢ .
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- ‘Sieb Il - Infomation Collection Duiing the Interview Process
X .
v .

3

Definition of Information Collection

o

>

- -

The Importance of Effective Inform;:ii,on Collection
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‘ . */ / Gﬁigelines for _Eﬁectivg_l;f—grmaﬁon Collection

4. Know what you want to achiéve during the interview. , ~

2 Review any availabte pre-mterwew mforrnchon on a person prior.to the interview. That
review of already available information ccn provide a basis for developing an interview
plan for a particular person. 4—

3. It is unnecessary fo collect every conceivable piece of mformchon about the interviewee
s in order fo get a full understanding of him/her. .

4 A piece oFunforrnchon)wponcnt to cottect if it will help you understand the interviewee.
5. Avoid a “facts with minimum mecnlng” infofmation collection approach. .

6. Facts often gaif”in significance, through Td’d‘moncl exploration of related interviewee
feelings, cchons and thinking.

7 Systemchc exploration of relevant topic areas duringthe mtervnew increases the likelihood
that you will obtain “factual information with maximum meaning.”

8 You will more likely leam more relevant information about the inferviewee if, while interview-
ing, you often covertly ask yourself queshons about the person which tend to guide your
focus For excmple -t

“What do | know about the interviewee?”
. b “What do | neéd to know about the interviewee?”

“\ ’9 Use quesﬁons with inodert:ﬁon during the interview. A

- 10. When you already have information about the interviewee, pretending not to possess such
' can be counter-productive.

Other Guidelines " ) ~~ .
M. ‘

12_ . - . ' - -
3. : '

- -7 o
- ’L .




I'nformuﬁoh Collection Effectiveness
- Exercise 1

. Did the intewviewer appear to have a syster;\ctic p]cn? .

. What major topics did the ipterviewef and interviewee discuss? : :
. Were the topics discuséed in depth? o '

. What major topic did the inteviewer ignore that you would have covered?

To what degree do you think the interviewer “knows” the inteiviewee based on his infor-
mation collection effectiveness? -

o b w NS

. . -
- 6. List the strong cnd‘wecli points I regard to how the interviewer handled this interview. |

e Strong Points Weak Points .

\ . . ™~ -

7. What might be the consequences of this type of information collection effectiveness?
8. In what ways might you have handled this inteview differently?

/ | oA

.
~
/4\‘ . . .
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, Information Collection Effectiveness
v . - Exercise 2

1. Did the interviewer appear to have a systematic plcn'?
) \tht maijor topics-did the mterwewer and mtervnewee dlscuss7
3. Were the topics discussed in depth?
4. What mcior topic did the interview’er ignore that you would.have covered?
5. To what degree do you think the mterwewer “knows” the interviewee based on his infor-

mation colledtion effectiveness? ~
6. List the strong and weak'points in regard to how the interviewer handled this interview.
Strong Points . Weak Points
> .

<

7. What might be the consequences of this type of information collection effechveness”*’
.8. In what ways rm'éht you have handled this mtervnew differently?
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Information Collection Categories
<~ and Sub-fopics for the Initial Interview
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Rehabilitation Counselor
Collection Categories & Sub-topics

|. Referval
. 1. Referal source

2. Client expectations L«

3. Client feelings ,

4. Previous contact

5. Previous semices

6. Cunrent contact with other
agencies

7. Sewices from other agencies

Il. Disabiiity/Medical «

1. Disability
2. Mutltiple disability?
. Duration
. Stability
. Previous or current treatment
. Empioyment limitations
. Daily functioning
. Client feelings

lll. Social .

V. Economic
. Primary source of support

’\/

. Marital status

. Living amangement

. Dependents

. Family members aftitude

. Support from non-family

. Satisfaction with living
arangements .

. Satisfaction with social life

. Leisure activities

%

. Othér ssurces of support

. Unpaid debts

. Addmoncl sources ¢f support in
the future v

. Medical insurance

. Client feelings

V. Work History

."Most recent work

Weekly eamings for above

. Length of employment for above

. Satisfaction with work \/
Performance on job e

Feelings associated with abave

Reason for termination

. 2-7 for previous employment

. Ability to get along wﬂh

supervisor(s)

. Ability to get along wn'rh
co-workers

14. Present employment status

12. Length of present status

13. Job seeking behavior

O VONOCOHRWN

-

VI. Vocational Goals

1. Vocational motivation

2. Vocational dbjective

3. Reason for vocational objective

4. Client's perception of ability to
achieve vocc'nonqj ‘objective

5. Other vocational goals

6. Long rcnge vocational plcmnlng

VIl. Education

. Highest grade completed

. If not high school graduate, why?

. If not high school graduate, has
client passed high school

» equivalency exam?

. Dislikes about school

. Favorite subjects  .*

. Non-favorite subjects

. Grades

. Previous vocational training

. Reaction to vocational training

. Client feelings )
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Review of Guidelines for Information Collection
_— : / - o
Often it is helpful to objc'ﬁ a comprehensive understanding of the interviewee during the
interview. That understanding is greatly a function of your ability to achieve the objectives
found in your interview plan. Aithough, you do not have to collectevery conceivable piece of
information about a person, obtain as much information as possible relevant to the achieve-
ment,of your objectives.

More relevant information will be yielded through your interviews if you:

. Can.discriminate between relevant and irelevant information to collect,
. Have a presintake interview plan,
. Systematically explore relevant topic areas, .
ant questiops at appropriate times but do not act like a “grand inquisitor,”
a "facts with minimum gneaning” information collection approach.
itate the development okrapport by allowing the interviewee sufficient freedom to
. eXpress him/herself within a logicailly structured interview. How to do that will be the focus of
~/our next two sections—Non-Verbal and Verbal Interaction Techniques.

a
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During'my interviews, | do the following:

Yes

No

*

Information Collection Seﬁ-Asseesmem Guide

4
N/A —~

prior to the interview.

cussed with the interviewee.

standing of the person'I'm interviewing.
- 4. Know what information is important and what is not.

approach.

to the facts being gathered.

. Systemchcclly explore all relevcnt topics i in depth

7
8. Avoid a "shot-gun” approach.
9

.
£

40. Use questions in moderation.

14. Do not ask for information when | already have it.
12. Remain flexible.

<

N

1. Review all available pre-interview mformchon on the interviewee
42. Follow a systematic plan that includes a ||st of topics to be dis-

' 3. Collect only that informohon which will help me develop an under-

5. Avoidwa “facts with minimum meaning” information collechon

6. Explore the interviewee'’s feelings cchons and thinking that relate

. Ask myself covert questions to i mxure indepth exploration oftopics.

-
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Systematic Interview Iféogramming Format -

-

1 tht are my objectives for this interview?

2. tht informohon does the inteviewee need from me to achieve those objectives? Specific
topicsdeveloped in section Ili.

3. What information do I need from the intervieweeto cchleve those objechves? Specific toplcs
developed in section V.

4 tht is the most effective and efficient way to exchcnge thct mformchoﬁ? CE

a. Aftract the inferviewee in a facilitative manner so that he/she comes to the interview with
a positive attitude.

; Ccrry out all the guidelines for effective planning.

. Structure the interview setting making it conducive to the exchange of |nformchon

. When disseminating information attend fo language level used, amount ofinformation in

one shot, tlmf{\g and intervieweé’s comprehension of the information.

e. When collecting information, be selective, avoid a facts with minimum meaning ap-

proach, be systematic, and use questions in moderctlon

)

000

5
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' Relevant Infom;aﬁon Awareness .

Not Known to

o Known to
e - . Interviewer Interviewer
‘ “*Hidden
. Dimension
Known to Known Dimension
. . Interviewee
- ' Unknown
. Dimension
Not Known Blind Dimension
to Inferviewee
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Non-Verbal interaction Techniques

. Purpose of Section V ‘ - “
4. To leam about a set of Non-Verbal Interaction Techniques that serve fo inifiate the helping

process and facilitate the exchange of information. :
2. To leam the skllls of exchanging igformoﬁon in a non-verbal fashion._
. 3. To leam the skills of facilitating the information exchange process.

4. To contrast the impact of' effective and non-effective use of Non-Verbcl Interacfion
Techniques. ’ .

5. To practice Non-Verbal Interaction Technique‘s.

Definition of Non-Verbal Interaction Techniques
> A

\

Steps .
. Positioning - posturing the body Y
. Obsenwing -'seeing the intenviewee's non-verbal communication
. Listening - hearing the interviewee's verbal responses-
. Organizing'- labeling and describing what you have seen tnd heard and déciding ‘c:n“
choosing how to verbally respond to the interviewee

’ -~

. Importance of Non-Vérbal Inferaction Techniques
“What we are speaks so loudly people may not hecr.whct.we say”

1

- Objecfives of Non:Verbal Interaction Techniques

»
-

w
*
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= ;  Step | - Positioning Techniques
o g Definition of Positioning /
T ooa -
H ) ’ ’ et
. B .
-~ - [}
. - Importance-of Facilitative Positioning
- , — ’
- . ‘ ) 14 ~ ‘
i \ \
—% , 1
% S Objectives of Positioning .
,,T o ) Y
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Guldeﬂe/s for Facilitaﬁve Posmoning
‘A
1. Put aside what you are doing and gwe the intervlewee your ar full aftention.
2. Establish a proper. distance between you and therintenviewee.
‘ 3. Face the peyson squarely. g
. 4. Lean or rotate you body toward the person. o X
5. Develop eye-contact. : . S .
i - 6. Assume and maintain an “open” posture. " /
7. Maintain a relaxed manner.” . \
. & 8. Refrain from distracting movement. : \
9. There are special positioning considérations for certain types of intenviewees.
. oméz Guidelines _ o N .
e . _10.' . - ] )
1. .
. 12, _ =
" 13.° v _ ) ’
- . - ’ e
" Pogsible Results of Non-Facilitative Positioning
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i C Discnmmcﬂing Belween Eﬁechve i ,
| : "~ and Non-Effective Posmomng

-

1
-
.
. > L
1. Is the above posmon he1pful or non-helpful? . , ) ‘ L
2 Whv7 . . . L =
s . . ?
v H
v
2 > N
T -
e , -
* -
} )
e i s —" C . -
. . A lsthe above position helpful or non-helpful? | ) . <
2. Why? J ’ )
”~
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X . Is the above position helpful or non-helpful? . |
' 2. Why? < |
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Step Il - Observing The Interviewee

, Definition of Observing ’

L L3 [ ;
. .
Importance of Obsetving
L -
Objectives of Observing" B
‘.
N\ R o
o
. [ §
: 4
a\ ,,.
¢ Y
M
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Gélines.for Facilitative Observing Y
! . . : ’ |

~
rl

1. Look at the interviewee's Positioning.
2. Look at the person’s grooming: . ) ,
3. ook for the person’s level of activity. .

°

4. Look at the person’s gestures.
L 5. Logk at facitil expressions. V ’
- -6. Look for feelings. B
7. Look for p'cﬂems/i‘n the person’s non-verbal c:)[nmunicction.
_ 8. Non-Verbal cues should present you with hypotheses to be checked out with inferviewee.

Other Guidelines ,
. .
9. N . _
10. T 3.
11. )
12.
»
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QObserving
Exercise 1
1. Is there.any evidence that the interviewer practiced effective Observing?

2, What major mistakes did he make? .

%

4. What might be the possible resulis of this type of Obsening?

-

-

o
Exercise 2

4. Is'there any evige’nce that the inteviewer practiced effective Observing?

- \J -

2. What major mistakes did he make?

3. What are some things you Iec;néd about the interviewee just by observing him?

4. What might be the possible results of this type of Obsewing?

L4

-

3. What are some things you leamed ébout the, interviewee just by observing r,\im?'




Observing .

_ Exercise 3
- Discriminating Belween Descriptive Data ’
i . & Inferences/Hypotheses ‘ T
C of the foliowing as: .
a. Desc#btive Data _
b. Inference or Hypothesis b
1. tapping foot
2. friendly person i )
. _ — 3 slumping in chair
4. depressed, unhappy
5..strange person . .
6. blue tie, orange shirt, patched blue-jeans . -
7. walking, dragging foot and limping
8. crazy as'a bessie-bug
j 9. ready to be intimate
. 10

. smiling, looking into my eyes, holding out hand

Exercise 4

Obsetvations of Trainer
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- - Step lil - Listening Techniques . "

Definition of Listening
s ‘

.

Objectives of Listening .
/ "

‘ ' Importance of Listening 4 '
£

‘ \

|

e
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O

12.

13.
Other Guidelines ’
14,
15.
6.
17.

0 N Oh W N

Guidelines for Effective Listening

A

! * s s
.

. Resist intemal distractions.

. Initially suspend judgement. -

. Have goals for Listegihg. , _

. Listen to the actual words ofthe speakerthat describe the situationhe/she is talking about.
. Listen for a description of whct the speaker says to him/herself about the snuchon

. Listen for feelings. ¢

. Listen for a desciription of the person’s behavioral actions in a situation.
. Listen for the speakers major area of concem.

. Listen for ®mmon themes. T
10.
14.

Listen to the speakers tone of voice.

Be aware of any inconsistencies in the speckers communlcchon
Communicate your aftentiveness.

Wait before responding verbally. -

”




] . . Listening : -
' ‘ Exercise 1

1. Is there any evidence that the interviewer prcctic'ed effective Listening?-

~ 2. What major mistakes did he make?

° [}

3. which of the guidelines for effective Listening can you.be sure he performéd? .

4. What are some things you leamed about the interviewee just by listening to her?

' v
5. What might be the resulfs of this type of Listening?

8 .

4 - -
- 5 _Exercise 2 . ) .

g& Is there any evidence that the interviewer practiced effeéﬁve Listening?
* k.4

2. What major mistakes did he make?

3. Which of the guidelines for effective Listening can you be sure he performgd?
L] ’ / 5 .

L4

4. What are some things you leamed about the interviewee just, by listening to her?

5. What might be the resutts of this type of Listening? - L
, . . . T
14 L .
v
,ﬁ . 4
L3
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Listening Practice Exercise

Discussion Topics:

1. Infemacial maniages—good or bad? Why? .o »
2. Premarital and extramarital sex. Acceptable or not? Why’>

' 3. Double sex siandards for men and women. For or against? Why?
4. Equal employment opponunities-for men and women.

Discussion Questions:

1. Was it difficult to listen to the other person? If so, why?

2. Did you have difficulty formulchng your thoughts and listening at the same time?
3. Did you experience any of the'signs of making judgements?

4 Were you able to feed back to the Speaker what you heard without any inconsistencies? .

. 3.

PR




Step IV - Organizing -

" ‘ /
Definition of Organizing

?

‘Importance of Organizing

-

<

e

. Objectives of Organizing




.

N o obs W

8.

Other Guldellnes - . " ) ' .

9.
10.
14.
12,

%

Guidelines for Effective Organizing ~

Behcviorcllf orient your inferview. . .
Be aware.of the multi-modal aspects of the person’s behayiar. ?
bescribe the event which the person.is communicating cbou}.

Describe what the persons says to him/herself about the event.

Describe cny affective response the person experiences.

Describe the person S overt actions. ‘ .

. Focus your attenflon on the most dommcnt dimensions of behcwor and decude whatto

respond to. .
Choose the most facilitative verbal response to make.

83:

~

~

Y




Behavioral Response éldssgs

s . *
‘%":
.
’ Sensory Cognltive
Responses ' Responses
, Sensing ¥ Thinking
“ ‘ ] N d é !
What a person sees, | What a person says
- ) hears, efc. . [ toselfaboutwhathe/
. : she sees and hears
. PR . ’
. ",Notes; .- . AP
. N r'rf“f“'} v
“~
' “ ¥
N _' * A
- " -
i - ~
-
) - Y
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Emotionai
~~-Responses °*

Feeling

Ha'w a person feels

4
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?
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&
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Somatic/motor
Responses .

!J"

 Acting L

’
N €

The overt actions per-
formed by the person -

.
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.'if so, what is it?

‘Organizing
Exercise 1 . - .° -

-

. Is there evidence that suggest the iqteMewer prccticéc; effectivé Organizing?

@ . . »
' . . ~

. H

: What maijor mistakes did she'make? » ~ J
. ' E .
. Which of the guidelines for effective Organizing did she perform? -
’ " - . R ) ’ T
. Which ones did she ighore? -~ . '
o ° v; .
. What might be the results &f this kind of Organizing actions?
i ' -
L . Exercise 2
. Is there e\?idengefjhct suggest the interviewer practiced effective Organizing?
e ) . . -
. iso, what is if? 1 :
3. What major mistakes did she make?
. Wﬁich qf the guidelines for effective Organizing did she perform?
- 8 . . ? » .
-5. Which ghes-did she ignore? - s
(-} - .
' ) . o . o2
« . . ¢ o - .

. What might be the results of this kind of Organizing actions?

- >
¥
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Speaker Topics

. M /-L
"I am most happy whenever - v *

[ get most angry whenever

| get scared whenever -
>

| get sad whenever ¢ ) )

My most disappointing moment was when

" My happiest moment was when —

My saddest moment was when

My most t,ﬂrﬁying moment was when

P . )
4
5 e
-~
L] /
a
Ny
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Organizing
N . ‘Exercise 3
Guide for Effective Organizing S ’

1, Listeh and Observe thé Speaker very attentiyely.

-2. When$peaker has finished falking utilize the guide below to process what you have seen
, and heard. ) .ot . ;

3. You rhay not-have inf?mwdﬁon fot every areq, but try to describe as many as possible.
*0. Descfibe the event Speaker is talking. about: WHat has he/she seen, heard, efc.

. v .
Y . O.v " . . °

.b. Desi:ribé c’hy cff?—zcﬁvgieocﬁon either mentioned by Spec:kert or observed by you:
h appy _ : v - ’ . £
. sad
mad
scared
confused _
indifferent

‘f - / R 0] i
. Describe any actions either mantioned by Speaker or observed by you:

AN .

3

¢

»

»
-,

o A

13
s,

.

.”E?esc?ibe 8peokefs‘thou§hts about the zevevnt: Whatis he/she saying cbc;‘ut the event?
(i.e., qs;umptions.-bplies, expectations, etc,) . ’ o




Summary of Section V

Putting it Together - ' S

1. A set of Non~Verpal Interaction Techniques has been introduced that senves to initiate the
- helping process and tacilitate the exchange of information within fhg inferview. They are:

¢ - pattems

-~

2.

Positioning - . - - Listening
attention . no intemal distractions
, ' distance suspend judgement  ° s
face squarely . goals vt
incling body toward . actual words
_eye-contact ) . T selftalk
open-posture feelings
relaxed actions
no distracting movements area of concem
themes f
‘ tone of voice .
Observing inconsistencies

pérson‘s positionirg attentiveness
grooming ’ . wait
level of activity Organizing

gestures . . .
" tacial expressions behaviorally oriented
; ' . mutti-modal behavior
feelings - .
sensory responses
cognitive responses
© offective responses
somatic/motor responses
dominant dimensions
~ choose verbal responses
Sl c¥e . verbally respond
Rememberyou cﬁn exchange a gread deal of information withouteversdyinga word.You
collect much infoifnation through the Obsenving and Listening techniques. You dis-

.seminate.much information by the way you position, observe and listen.

- . ' ¢
_ The information, however, must be aranged and organized info some fashion to be'

meaningful. Organizing techniques facilitate that process.

. The oufcomes of Non-Verbal Interaction Tethniques aré obvious. You can respond, non-

verbally, in a helpful or non-helpful way."You can facilitate or retard the information ex-

‘change process without saying anything.
. You ret_ard.the informgtion exchange procesé by: ;

Q. Fqciné away from the person you are interviewing. Lo
b. Trunk lean and rotation of the body would not be toward the person.

. <. Crossing the legs and/or folding the ams -assyming 4 closed position.

d. Being oo tense or too [elaxed. Extremes.
e. Not establishing eye contact.
f. Not_gven looking toward the pefson.
gr Not knowing what to look for in Obsening.
h: Missing the inteniewee’s non-verbal communication.

i. Not taking: precautions against distractions:

-




— PER

l
k.

I
m.

.

. ‘

Mckrng judgements cbout what the person is saying before _he/she finishes talking.
Interrupting a lot. . “

Not havjng godls or reasons for Listening. . :

Not communicéting that you are listening by fccrclexpressrons smiling, hand gestures

head nodding, et

n- Not havrng a syst.emotrc method to. orgcnrze the_information collected._ "

~ © 6. The eonsequenees of these behavrors of course, are:

-

7. But on the other hand, you facilitate the information exchange process py:

Q.
" b.

" C.

d.

, No involvement. .
. Disinterest and non-conceln communrccred ) \

_.:-co_,mo.oo_n

14 -

You won't really see or hear the interviewee.

- s

. You will not understand the person. ’ T g
. You will not be prepored ro respond verbclly to the mfervrewe\

Verbal response will be non-helpful.
Interaction will be either destructive or fiendly discussion; most likely destruo‘grve
Information exchange will be on a supefficial level.

<

. The interviewee will most likely see you as ineffective. . »

-

Putting aside what you are doing cnd grvrng the person your fotal attention. ’ ' -
Facing the person squarely. . e -
Leaning or rotating your body toward the person

Maintaining a relaxed manner. : . -

e. Looking toward the person. s &

Wmntcrnrng a comfortable distance from the pefson you are rnrervrewrng ) ‘
g

¢ -

h.
!
j-

aintaining an open posrure
Being aware of the person’s non-verbdl - rnmunrcchon.
lnmclly suspending judgement.
Communicatin entiveness by smiling, nodding head, hand gestures elc:

k. Arrcngrng and organizing collected information into some sort of systematic foshionso

that helpful feedback can be given.

) »

I .«8. The consequences of these behaviors and a good indication that you have been prac-_

. ficing Facilitative Non-Verbal Intercchon Techniques are:

A\]

Y 4
o
2

Q.

g
*h
i

b.
c¢. You will. understand the person.
M)
e.
f.

L 4

There will bé involvement. o *
The other’person will feel free to talk and exchange information.

You will be prepared to respond verbally at a facilitative level. o

Interest and concem will be communicated.. '

The interviewee will think you are open gnhd not closed to his/her thinking, feelings and ",
actigns and will thérefore share more. ' . ' )

. The l'elping process will be set into motion. - . .

. The intenviewee will see yqy as a significant other. . -l

i. Infqrmctfbn.exdhcnges will be more meaningful cnd relevant.

.
. LY . ' '
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Interaction Techniques Self-Rating Guide

o
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Part 1 - Non-Verbal Behavior Check List

During an infeview | pertbrm the following behaviors . . .

Yes No

.

N/A

*

\

N\ 4

1. Put aside what | 'am doing and give the person my total attention.

)

2. Establish a proper distanse befween me and the inferviewee.
3.5Face the person squarely. ] *

4. Lean or rotate my body toward the person.
.5. Develop and maintain eye-cantact. )

6. Assume and mclnicln an "open” posture. Do not cross ams and

legs. .

7. Maintain a relcxed posmon ,

'8. Refrain from dlsirccnng movements (ﬁdgehng etc.).

9. Observe the person’s posturing.
10. Observe the person’s personal appearance.
11. Obseve ang defemmine thg person’s level of activity.
12, Obsewe the pe Jns facial expressions.

14. Look for and deteming, the. person’s feelings from the person’s
non-verbal communication. - .

"15. Look for pattems in the person’s non—verbc'zl commUnicaﬁor{.

16. Devélop hypotheses based on the person’s, non-vérbal cues.

17. Resist intemal distractions. Focys my total attention on 1he person
cpd not think about extraneous things. .

r

.18 Inttially suspend |quemem | show none of the ewdence of

judgemental thinking such as mterrupnng the. person, obvious
affective reactions, etg.’ v

" 19..Have goals forlisienlng | know éxactly whafl am Iisieningforcnd

listen systematically- N

20. Listen to the actual words of the person thct desgribe fhe situgtion -
Jrson soys he/she

hg/she is talking about. | hearexactly whatthe
sees, hears, senses, efc.

24. listen fpr a description of what the person says to self cbout the
snuoiion being discussed. -

22. Listen-for'and defemine 1he Jperson’s feelings from his/her verbal

. expressions.

_24. Listen for gpd focus on the perﬁa/ r\s mc]or crea of concem.

. 23 Listen'for the person s descﬁpﬂon of his/her behaviorcl actions in
e‘

" the situation. , e .




L " A

: 25. Listen for common themes in the person’s verbal expressions.

, 26. Listen to person’s tone of voice: volume, intensity, rapjdity, efc. 5
. / _ 27. Am aware of any inconsistencies in the person’s co unication *
- / . especu:lly beiween vetbal and non-verbal commumcoﬂon
— _ L- 28 Commumccte_my attentiveness by varied facigl expresswns

smiling, head nods, hand gestures, efc.

29. Wait before responding verbally. 2 N
. 30. Systematiéally orgenize, process, and label what the person has .
N - seen and hedrd in a facilitative manner. .
v I3 N .
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Systematic Interview Programming Foimat '

4. What are my objectives for this interview?

2. What information does the interviewee need from me to cchiéve»those objectives? - ,
a. ‘Specific topics developed in section Il. -
b. Knowledge of my eftitude that demonstrates respect, posmve regard, concem, attentive- -

ness, involvement, etc. o

* 3. What information do | need from 1he interviewee to cchievé those objectives?

o

a.
b

Qa

Q00

o

Specific topics developed in section IV. .

Knowledge of interviewee's attitude, invoivement, behcviorcl responses such as his/her
sensnng, thlnklng feeling, and achng

. tht i$ the most effective and efficient woy’to exchange that information?

Aftract the inferviewee in o] fccnlnchve mcnner so that he/she comes to the interview with

. a positive aftitude.
. Cany out all the guidelines for effechve planning.

Structure the interview sefting making it conducive to the exchange of information.

. When dissefinating information attend to the language level used, amount ot infor-

mation in one shot, timing, and interviewee’s comprehension of the information.

approach, be systematic, and use questions in moderation.

. Practice effective positioning, obsering, listening, and organizing dcﬁons_.
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. To leam how tosjdentify major response modes/siyles. . ’ b

“Exchdnging Information vid Verbal Responding’

i I -Purpose of Secfion Vi

. To leam cbout Moment-to-Moment Verbal Interaction Techmques that are used most

frequentty to collect and disseminate informatior during an interview.

. To leam the different uses of Moment-to-Moment Responses.
. To -leam how to identify- Moment-to-Moment Responses that- are used fo- exchange

information. ~

. To leam about response modes/siyles thchére used most frequently to exchange infor-

mation during an interview.
R

To contrast effective and non-effective response modes/styles. . -

. To synthesize and infegrate evenythingtféamed up to this point by examining Interaction

Profiles which include fotal interviews instead of Moment-to-Moment Responses.
”

. To practice a facilitative response style. ) -

. . -
»

Definition of Yerbal Interaction Techniques




81ep I - Moment- to-Moment Responses
) . During the Iniervlew . :
- 1, ¢
Definition of Moment-to-Momem Responses .
LY 4 < ’ ) ; € R
,Common Moment:to-Moment R%onses . .
" 1. The Continue Response ) s - :
2. ‘The Restricted-Focus Response . _ .
" 3. The Exploratory-Focus Response . .
4. The’Check Respo’rjse .
5. The Declarative Response * | N ‘ . A
" 4. The Self-Expressive.Response - " ————— - -
.7. The Interp_reﬁve Response - i ( .
0 “ . , - * N R s . ! ’ .
. * ' importance of Moment-to-Moment Responses )
- 7 ' .
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The Continue Response-- . N
. - ‘ . ) - .
Definttion: ©o o '
' Common descriptors: . N
attending-behavior = . : d
minimal encouragement to talk 4 To-
' Common examples: P i
Verbal:  “um-hum” T . ‘
. _‘_v’ » _____ e . ﬂes' ] C . _ - _ .
' ght” ! o N
—_— _ - . . uyecu‘ ’ . o .
, T .t 2
. Non:Verbal:  body posture .
~ ) . - - . -
o head nods P '
smile . ®
_hand gestures .
- T - “ 1’ a 4 * N » .
. nce: > <
. importa N , ) .
- * . \ -
e 1 v ’ »
Common uses: . s . Ty 4
o \ Y R "
R ..
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.. . The Restricted-Focus Response
- Deﬂnlﬂon_: / . N /‘ )
- . ; - . - . &
’ » . Common descriptors: PR ’
closed-ended-questions -
binory-focug responses co. ,
- Common examples: BN )
How old ,oré you? N
. What is your name? , L ) s
What is your social security number? ) ‘ .
g Have you been here;\before? L :
. Importance: .’ , NP

.

- Common Uses: o

L] -
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. The Exploratory-Focus Response
/ \, ) . .
Definition:
~ ) -~
" . Commmon descriptors:
open invitation to talk
) open-ended questions/statements *
. ‘ non-binary focus responses
" Common examples: g
‘. ¢ “
Tell me more about . .. L. -
~ What-do you think about this plan? ’
; ~ ' Describe the situation to me. ’
How did it happen? .
. importance:
“ . . !
Commdnuses: . =~ . T,
i 4 _ f . / ’
% T L
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: The Check Response . S "
. v . s L
. o i ) ‘ ’ e ¢~ . . e, . .
0N . . . [ ¢
Definition:- o L .t S
oo ‘ . P - T
N e rd .
f 3 v 3 N
. ‘ .: : * s ’ \\q \ . ’ ° . .-’
R - . N ) “ . R - ° /
+ Common descriptors: ‘ BN . . v
~ . © . ° ° 3
°  reflections R T A A T,
. . varifications -+, " ¢, , . © . . )
’ K paraphrasing ' . . N R . R
*  “restatement..., ) 8 . , P .
. \3\ . ) £ « , é . 2 > ~ h, ‘ ] N \ .
) gommon examples: . . : . L. o .
o - - Youmecn.'.. - L . ] i el
_ You re hcppypeccuse»you... L ) R .
. “lungerstand you saying . s s et e )
. - Essenhclly then... - . £, . e . °
¥ » A A 7 . . 'y : ! an : . . Yl ¢ m‘ ‘v’ ) * ~J '
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Definitfon:_. :\
v
Commg\n descripfors:
Inforing
Statement-of-fact
Instructions

" Explanation

.

)
- Common examples:

a
2

Our Agenc¢y can do this ... _
His/her office is locgted . . .
’ You scored at the 95th percentile . . .
To be eligible you. must . .. ~
v : K' »
5 s o . .. . *
‘Importance: .- -,
- g . ) v
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L T The Self-Expressive Rgqunse .
. Definition: = - . ’ ’
- ¢ - ‘ ‘
) Common descripfors: .
advice . :
suppon-agpproval-assurance ) .
. opinion ) ‘ N
~ seli-disclosure
) ' . »
. Common gxamples: o
v ] | think you should . .-~ .
"+ " I'mreally concemed about you. . <
+  Oh, | think you will be okay. -
§ don't like that. :
- importance: . ’ ‘ o
N Pl A a . Y
- - . /"
Common uses: ’ . . .
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~  Definfion: " : ~

Conpmon descriptors:

Interpretations | o, .
Diagnostic response
Analysis - .

Common examples: i . o -
. " Youfeel and act . . . becquse you think irgtionally (from rctioncl-el‘notive theory).
That is a result of oral regresswn)grom psychoanalytic theory).

Your parent has contaminated your adult which has upset your chlld (from trcnscctloncl .
cncly5|s theory) '

-

’ ) ¢ H
’
«  Importance: . )
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The pumpose of this exercise Is to see if you can Tecognize and idenn}y the types of rﬁcjor

Moment-fo-Momenf Responses

' -~

Identifying Verbal Int raction Tecﬁniqyes

} . 4

Exercise 1

Verbal Responses just discussed. This exercise is one step toward helping you become aware

of your o Mom_ent-to—Mbment Responses and possibly enabling you to expand your ‘

response reperoire. Read the following interviewer statements andthencl ssify the responses
as qne of the seven major verbal interaction responses: Continug, Restricted-Focus,

Exploratory®focus, Check, Declarative, Self-Expressive, or Interpretive. \ .
o, i
Classification Interviewer Response ‘
1. Hello, Joe. How are things going for you to;icv? .
2. Um-hum, | see. ’ °
3. What is your social security number?
4. That must have been a bad expe‘rience for you.
-~ 5. The experience you are having now is a result of your ego
- states being in conflict. -
%. | think you should go ask him first. "
7. Go down Short Street three blocks and tum left.
_ 8. Tell me more about that. ¢ ‘
: 9. Tell me a little about your family.
10. Is that your major source of support?
141. when that happens you regress back to an earlier stage of
. development when things were much simpler.
4 12. I'think you would have a difficult time if you went that route.
13. You'ré'really angly. :
i 14. | see., - ’ ! .
: 15. That school ranks in the top three i the nation.
16. Everyone has a bad day. v
17. The reason you eat so many sweets is becauseyou thinkthatis -
the only way you can get the sweetness you crave from your
. spouse. . ’ .
18. That job requires ... -, S '
19. Yeah, yeah. I IS .
20. How many children.do'you have?_ )
. 21. Lef's see now, you are twenfy-eight. years old. .
22. That's why you reach for clcohfnl ‘each time that happens.

smoking is another sign that you basically have an oral
personality. ) : : SR

-
- 13 ?

e *

. -
R




o

N

23. How do you think this agency can help you?
24. My role during this one process will be to . .. i
25. Are you on medication nbw?

26. Okay. o

27.+ did the same thing once and the wc\'g it turned out for me
was . . .

28. You resent it very much. )

29. | hear what you are saying, you don't want to.
30. 'wouldn't do that if | were you.

31. Go on. S \

32. What grade did you complete in school?

33. The fest will have a 50 minute time limit.

34. What doiyou think cb\out those possibilities?

35. You keep doing that because of your childhood experiences
with people in subways.

107
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Interaction Techniqujgé Classification Form-

.

Response - Descriptor Example " . Effect
1. Continue Minimalencourage- “Um-hum” ! Encourages the person
- ment to talk to keep tclqug without
Gestures ~ interruption. \
2. Restricted-Focus  Closed-ended “How old are you?" Indicated to the person
- question . . that a specific bit of in-
' - “"How many children formation is needed.
do you have?” Limits_the_persén’s re-
L. sponse.
3. Exploratory-Focus Open-ended “Tell me more Facilitates the person’s
- response about .. .” elaboration of a point:
- ' ) . ~ AIIow§ the person more
. .o “What happened flexibility of expression.
z . then?”
4. Check Reflection “Essentially then ... Indicates to the person
. _ that the inteviewer un-
. ) “You mean ... derstands what he/she
' Lo is saying.
5. beclcrctwe 2 Information “Iwilldo....foryou.” Gives objective infor-
* Tesponse * . mation of a factual no-
>, . i “Ouragencycan...” ture fo the person.
6. Seff-Expressive A&vice “This is the way t see Gives information from
Support ’ it..." the intenviewer's frame
. Opinion ‘ of reference. \
7. Inferpretive Analysis “You do that - Glves insight and mean-
. *  Interpretation because of an un-  ing based on theory.
controlled ego '
’ LA state.”* )
) o ‘
i ol '
° '
) | . A -
~ : -
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_* Interaction Techniques c—laﬁcgtion Form: Workshee

_

Type of Response

/

1

g

Exploratory-
Focus

Check

Declarative

Self- |
Expressive

Interpretive




Guidelines for the Facilitative Use of,
-Moment-to-Moment Responses

»

. Use &xploratory-focus ond check responses to open an rntéryrew PR

2. Use explorctory -focus responses fo gcther information fropn the interviewee's perspechve

3. Utilize explorctory foc\uw\d check responses to break unproductrve pauses during the

o

interview.

/ ES

. Use exploratory-focus, check, and continue responses frequenﬂy to build, strengthen, ond

maeintain rapport.

Use explorctory -focus, check ond conhnue responses when youwant to gcthercddmoncl
information about a topic being discussed.

Use exploratory-focus,: check, and continue responses to fccrlrtcte mtervrewe? self-

. exploration.

O oo o~

. 10.
1.

22'

" ’J 3
14,

15,
16.

“Use restricted-focus responses to gotperspeciﬁc bits of information.

Use restricted-focus responses to narrow the area of conversation.-

. Use confinue responses freely to encourage the interviewee to keep talking without inter-

ruphng his/her momentum. -

Utilize check responses to communicate your unde@cndrng of what the ofher person
is saying. . \ '

Uge declarative responses to present factual information needed by the infenviewee

Mdke your declarative responses as descriptive in character and neutral in tone as
possible.

Make your dectarative responses in a language the interviewee can understand. {,‘ r

When you think the interviewee can benefit from information from yOUr own frame of refer-
ence, use sélf- expressrve responses. .

Avoid self-expressive responses in the form of inapprgpriate advice.
Avoid seIf-expressive responses that communicate low levels of respect and negative

regard. .

17. When interpretive responses are cclled for make them at the interviewee's Ievel of under

ther Guidelines -
18.
- 9.
20.

stcndrng

¢
t

¢ r {
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" Using Moment-to-Moment Responses

. * Utilize the - -
When You Want To  Following.Response  Examples of How

4

N Why

Open an inteview Explgrcféry-focus “Let's begin by you . Focuses interview on ’
A S fel}ing me what ™ the concems of the
¢ * +  brings you here.”. interviewee \
. &~
. Check "You look a little-
4 . T . anxious today.”

'Gcfher information Explorc'tory-Focus ' . “What are you .,
fromtheinterviewée’s T thinking right now?”

Enables you to avoid
imposing your own

perspective “Tell-me more diagnostic biases into
x . about .. " 4 the information
‘ \ . process and minimizes
N categorical and
. s -, labeling biases
. .
~ To break unpro- Exploratery-Focus “Tell me what you Encourages interviewee
ductive pauses—Get f e are thinking right to talk with many
the interviewee to start ) now.” . *alfematives for sett<
. talking again affer am -~ - el expression
,lapse’in discussion - Check . “You seem fo have
: a2 - a loss for words -
3\ > . nght now.” )
« % ?' ) . ‘ » ’ .«
Build, strengt?len, Exploratory-Focus “Tell.me what you Communicates atten-
ond maintain 4 - are experiencing tgvehess, interest, N\
rapport to * rightnow” ° °  concem, involvement,
’ - 2 and allows the
- Check . "It seems té\ct you inferiewee free .
think you are . . " expression thus focus-
‘ . < ing the interview on
. Continue -~ “Um-hum* his/her concerns
Gather additional  Exploratory-Focus  “Tetme more - Facilitates the
infoymation about a about . . " interviewee's
topic being . . ' elaboration of a point
. discussed Check - i Yy
v “Essentially then you
think ... ."
Continue “Yea” ,°

“Tell me allittle about
yourself.”

Facilitate interviewee

Exploratory-Focus
self-exploration ‘

Check ) “You are cnbry
’ becausevyou..."
o~
i Continue “Um-hum™
1

Comrpunicates atten-
tiveness, interest,
concem, involvement,
and allows the
interviewee free
expression thus
focusing the interview
on his/her concems




When You Want To

Following Res

Utilize tH

nse’ Examples of How

Why

Gcth%r a specific bit
of information

1}

Restricted-Focus *

“How old are you?”

Most direct means of’
gathering specific bits
of information

Narrow the area of

conversation

»

Restricted-Focus

“How old cre‘you,?"

Focuses the
interviewee's attention
on a certain.issue

Encourage the
interviewee to keep
talking without inter-
rupting his/her
momentum

Continue

“Um‘hu;n"

Tommunicates atten-
v

tiveness, interest,

. concem and

involvement

Communicate
understanding so as
to get additional

Check . . “You're really tense.”

Lets the interviewee

‘know you understand

and encourages

information ‘continued talking
Give the inteviewee . Declarative “Our agency will Gives the interviewee
factual objective ‘ do this .. ." information- not
- - readily available
- to him/her -
To expressy, S'e_If-Expressiyé “I think you can Sometimes needed

assurance and

support * .

do it"

-

* during helping -

interview.

-

To dis¢lose
something about
selftothe interviewee,

-

Self-Expressive “ once had that

same experience,

Sometimes needed
during helping
interview

Give the interviewee

2 -

Sel-Expréssive -

“This is the way | see”

Sometimes needed

information from it.” during helping -
youiown fameof interview v
reference .- .

Explginthe meaning  Interpretive “You do that Creates meanihig and
of the interviewee's ‘because .. ." helps provide insight
experience ' :

‘\ '

v

|

.
-

*All verbal inferaction techniques are used in conjunction with facilitative non-verbal interaction fechniques.

=




Step Il - Major Response Styles During thé

X4

" \ n
information QOIIecijsan Styles .

The Listener
The Interrogater
The Explorer
The Reflector -

1

-, N

' Definition of Response Siyles’

.
‘ e

i
~

Information Dissemination SMe§

The Informer
The'Self-Expresser
The Interpreter

. Importance of Interaction Styles -

s

s
) B /

.
-~ - ¢

} . R
Objecfives of Interaction Styles s

’

Interview,

K-
\:’
.}'\
/
v .,
. -
/-
© 443
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Aruitoxt provided by Eic:

[

: Interview Profile =~ .- .
’ - " ’ -
) . A
Percent Information Collection Information Dissemination
L) M ~ /.
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T Out of Balance Interaction Styles
' ' Too Much of A Good Thing
} ' -
— - 4
~/ ... The Listener e

N < . k\;f: ‘

Percent . Information Collection information Dissemination.
400 - ~ =
90 - — -
80 ~ -
- - >~

70 - -

60 L 60%

50— = -

3 ’
40 s :
30 1 :
T ’ : Py I [
20— = —
10— : 10% 0% | oo 7%
0 I w
cchssBinue | s Exploratory- 1  seit '
%géghﬁnue i Yocus T | Check |Declarative| g (2, | Imerpretive
¢

N

Description of The Listener

4

0

\

Possible effect on the inferviewee and the inferview process

<




. . - ’ , ,
. L The Interrogator ot P
- . Percent maﬂon Coilection information &issemindﬂbn
. , : . / \.J" . ' .

100 -
. 90 ' .
. 80 :
. )
TN 70
60 -1~ 60% . .
’ 50° ’
' 3k
40— - @sfjé’k
: N .
N P ,
. 01— —*
20 N
: '1 0— 10% 10% 79, .79 .
| an I N w
. 0— P 1 i 1
" _ | Restrictec Exploratory- Self- J
Continue Focus Focx{s Check | Declarative Expressive Interpretive
M ) w . ) .
. » 1}
¢ ‘ . . Description of The Interrogator .
1/ 4 . ' i 4
N

- m

¥ ~
’ Possible effect on the interviewee and the interview process S

o




" The Explorer’

Information Collection Infor;naﬂon Dissemination

i

) +  Self
Check ‘Declaraﬂvo Expressive

~

.

— Description of the Explorer

v
Buw 3 R

Possible effect on the interviewee and the inferview process

4 . ~ - P P

» v ,‘

. ‘ ~ -t
Lo .

.
k4
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L 3 ’ n
[N ‘\ .
The Refiector >
Percent Information Collection ~ Information Dissemination
100 -
90 :
1 vV -
80
S
' 70 -
" 60% , ,
50 =
40 N
P
30 = 3
ke ’ ;1 >
| ™= -
0 1 1 ) 1%
Restricfed- | Exploratory- ’ Seft. | '
Continue | ° “Focus Focus N\Check Declargﬂ\;e Expressive Interpretive

2

Description of the Reflector

-

-

4

Possilble efféct on the interviewee and the interview process
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Information Dissemination Profiles: Response

Modes/Styles of Giving Information

[

information Coliection

P The Informer

Percent Information Disseminction.
r -~
100
90
80 bl : :
70 C *'x\
60%
60 ,
50
40
3 L A .
30 = -
20 -
\ 15% 14%
10 A
3% . 3% 3%
o-| N | | I | .
Restricted- | Exploratory- Self- \
COnﬂnu? Focus Focus . Check Declurcnze Expressive Interpretive
h ¢
» . Descripﬁbp of The Informer .
1 ' \
\ r

< \Possible effect on the i_nfervie\ovee and the interview brocess

/

‘/

119
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The Self-Expresser
Percent Information Collection  ~ *Information Dissemination
. k]
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The Interpreter - -
f .
Percent " Information Collection Information Dlssémlnaﬂon
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Gurdellnes for a Facrlriahve Response Style
Behold The Facilitator:

:

. Encourcge the person to appear fohcn interview by practicing facilitative attracting

* actions {

2
3
4
5. Observe the person. )

6 Actively Listen to the person. L.

7

8.

9

10
11
12
13

14.
15
8.
17.

by

s,
/

AL

20.

21

'

22
23,

- 24.

. Plan the’interview.

Structure the intenview setting to facilitate the information exchoagé%@ess.
Assume a position to exchange information in the most effective manner.

Organize the information you have collected in a systematic fashion.
Open the interview with responses that will focus on the concems of the interviewee.

. L3
Continue to {acilitate the information exchange process by focusing on the concems of
the interviewee.

Allow the person as many altematives for self-expression as bossrble
Facilitate the person’s elaboration of topics.

Use responses that tend to widen the interviewee’s perceptual field.
"Train” fhe intervigwee to freely express him/herself.

Establish this “trajning” ptocess eary.

Build, strengthén, and maintain a positive relationship.
Communiccte your attentiveness, concem, cnd involvement.

Avoid the use of questions as your only tool for gcthenng information.
Frequently let the person know you are hecnng hnm/her correctly.
Communicate your empathic understanding of the person frequently.

Do not hesitate to clear up your thinking as towhat the person may mean in what he/she
is communicating. ,

'Break unproductive pauses during the interview with responses that keep the focus on the

interviewee.

When factual information is needed by the interviewee uhlrzé declarative responses
appropriately. - ' .

When information from your own frame of reference seems appropriate, use self-expressive
responses wrsety

When rnterpretcrions appear cppropricre utilize rnterprehve responses wisely.

Other Guidelines *

25,
26.
27.
» 28

«
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ERIC

Aruitoxt provided by Eic:

.

.

’

r ) * ‘\a
- ' 1 “ ~ ) ‘ 'A \ . r. ‘
. - " Interaction Styles LA
The Listener: “Um-hum, keep (olking " .
Thejnferrogator “Are You?" "Did you?","Do you’7" “
The Explorer: "TeII me more. " .
The Reflector: “This is how | hear you " - ’
The informer: "Here is some information.” ,
" The Self-Expresser: "This is how | see it." ) '
The interpreter: “This is what it means.” ’..
\ Notes: . T
L ’ "\ »
4 R ~ g - ’
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. ' .
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Sugge\sﬁbns for a Facilitative Inferaction Style - - L

Use What

S

*

When You Want Jo

/ : -

>

" .
Why, =~ -, g How

Planning Actions

Guide the interview

3

Enhance chancebof - Systematic Injerview
achieving objectives ™ Programming Actions : ~

5

?

Structuring Actions . Fasters a conducive ° Eiminates Systematic Ipterview /
climate for disttasctions . Prografming Action
Information ' ER ’
! Exchange e T
Positioning N Engage a person Coromunicates Posture = - )
. . - aftentiveness, . % 3 k/
mvoh/emw - -
concem ‘ ) o
. - ) : A"Av :
Observing Collect non-verbal Enables youtoreglly = Look at the person
information and “see” the other ' - .
- communicate . petson ~ :
_ . respect ¢ - - - - ‘- .
. » ~ . N
Listening “Collect verbal , Enablesyoutoreally Active Listening
« information and "hear” the other Techniques
communicate person
. ‘ respect s ’ T '
Organizing Organize and Alows youto -~  Systemaficaly '

process information

respond facilitatively  organizes informgtlon
to the other parson ) ’

T X -\
*  ExploratoryFocus &
Check Responses

D

Open the interview

A
~

4

Focuses interview on  "What can | do foryou -
concems of the today?”
interviewee “You look quite excited

about something.”
£ N .

, Exploratory-Focus
ponses

C

~

N

-Gather infdrmotion

from the
interviewee's frame
of referénce

. ~> v
Avoids imposing ~  "What do you think
your own biases into  about if?”
information / N

gathering process

- T

.- Continue, Check, & , Build, strengthen‘ Faciltates rapport “Uh-hum™ :
Exploratory-Focus maintaina positive ? - “You seem down - J .«
Responses relationship C today.” , - /
” - R “Déscribe your /2
N\ reaction” * .
- ‘ (% N .,( )
v ~ a . !
[ ) . . i
- - 1 , 0y Lot ¢
- - . . o (
- ' . ’ ,,.6- i
d \ * . o
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- 98 N -
{
N
Use What When You Want to Why How
Continue, Check, & Allowthe inteviewee Does not restrict “Uh-hum” * &
Exploratory-Focus ©  as many altematives  expression. “So you don't see it
Responses for self-exprassion Encourages that way.”
as poss expression “Describe the '
- situation.” '
. \
Exploratory-Focus Widens the Solicit the person’s “How do you see it?"
- ‘Responses interviewee's ' views, opinions,

perceptual field

A

thoughts, & feelings

Allows interviewee “What do you think

Exploratory-Focus,  Focus on concems .
Check, & Continue  of the interviewee freedom of " of it?”
Responses . -expression . “You're really angry
’ . about that.” -
& y  “Un-hum™
3 ,
Exploratory-Focus, Facilitate Encourages “Tell me more about.” *

. .Check, & Continue

elaboration of topic

namrrative type “This is what | hearyou

Responses responding instead  saying ..
. of short quick “Uh-hum”
3 answers
Exploratory-Focus Train the interviewee _Encourages *Describe your '
Responses { to respond more narrative statements reaction.”™

openly

instead of short
quick answers

L]

% .
Exploratory-Focus, §et a pattem that Avolds a pattem thét “How did you do/see
Check, & Continue-~ facilitates free - discourages ftee that?”
Responses « expression expression ; *You seem depressed
) ! . today.”
’., "Uh‘hum"
Exploratoty-Focus’ Avoid questioning ~  Allow chemooié foms “Tell me more ¢
& Check Responses as only tool for of information abowu# .. "
. gathering gathering
¢ information “ -
P ¥ .
Non-Verbal Eomgmunicate your Communicates Position, Observe,
Interactionr . aftentiveness, respect . Listen, Label, “Uh-hum,”
Techniques & concem, and : head nods, hand
Continue Responses Involv;ment .- 1 gestures ’
. - ~ o ' . )
” '
’ a 1e .
'\ - . M




~ N ? -
> - L ) 3 -
*- 1 Ved - .
” . )
r N . - .
. LI , ’ ’ : ' .
&= What When You Wantto =~ “-Why How
Restricted-Focus Gather strictly Most direct means  “How old are you?”
‘ , tactual information &
. Check Responses Let the interviewee Communicates “What | heor'you
) know how you hear understanding sayingis ..."
him/her <
) ! .
Check Responses -—-Clear up your Provides opportunity “Essentially then you
) thinking as to what - to clarify any wantto..” .
} i@ nterviewee * misunderttandjng .
- meagans - .o . ~
- P e
Explératory-Focus Break unproduE:tive Keeps the focus on  “What are you thinking
. & Check Responses pauses during the intérviewee ﬁd -“right now?"”
s . interview + encourages sef-> ©  “You seem a liftle
g . ' . expression confused.”
_ Déclc[ctrve ’ Give factual Provides inteviewee  “Our agency can do
Responses . Information - with needed this .. "
. T _ . information not . (Descriptive in
- - ‘ ’ . readlly available character, neutral in
. to him - . tone & in a language
} - person can
- understand)
N Self-Expréséive . Give information Sometimes helpful " "You can do it.”.(Avoid
. . Responses from your frame of durlv)g interview advice giving,
_teference . . . preaching, blaming,
. “ . - exhotting, placating,
: ) ' : : cajoling, . _
R o - ' ' Intellectualizing, efc.)
Interpretive Provide Provides insight & .. “You...because ...
v Responses _—ntermpietation meaqning tfo the - ‘
_ interviewee's
. . experience
* Ve
‘ r
_ R . '
/ N RS ~
) a N
SRR V310, ; :

A
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interaction 'Technlques Claéslﬁcaﬂon Form

4 a

Response -

’

Descriptor °

Example

Effect

-

’

X
1. Confinue

2. Resfricted-Edcus

»~

3. Exploratory-Focus

" 4 Check

F\

5. Deéldrctive

6. Self-Expressive

»

7. Interpretive |

/

ment to talk

_Closed-ended

question -

* »

Open-ended
response

Reflection

Information”
response

Advice
Support
Opinion

" Analysis

Interpretation

~

» Mi‘\irﬁa‘éncourcge- "Uh-hum”

L)

iy

Gestures

“How old are you?"
. »

“How many children

do you have?”

. Tell ;ne more
about .. ." °

"What happened -
then?"

- “Essentially then .. ."

“You mean ...

»

“Iwilldo . . . foryou.”

‘

"Ouragericycan...”’

“This is the way | see
[ SR

8

.“You do that
because of an
uncontrolled ego
state.”

3
Encourages person 1o

keep talking without
inferruption.

Indicates to person
that specific bit of

L

information is needed.

Limits person’s
tesponse. A\

. Facilitates person's

Zoiy,
-

elaboration of a point.

Allowfperson more

flexibility of expression.

v

.
L

Indicates to person
that helper under-
stands what he is
saying: tr

.Gives objective

<

_ information of a factual

nature to’person.

Gives informction'from

helper's frame of
reference.”

., Gives insight and

medning based on
theory.

.
N
- v -

- 1

-
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" Interaction Teéhniques Qlassiﬂcaﬂbn Form: Worksheet

. ."h : 4’»;
- S s ) Type of Response
" [ Continue | Reshicted- | Exploratory- | Check | Declarative |  Selt- Interpretive
Focus Focus 'expressive -
» { .
’ - bl ’ -~ * ‘\
- \- - .
B ®
J . - ' .
R < Fs
\
, )
-]
\ ‘ ’
. AV
© . . /
)‘ -
¢
- . .
- B
-
- T~
L]
- T ¢ ) 4
1‘ . I
Tokal ) .
Percent .
- > 122 | :
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Interview Profile

Information Collection

-

Information Dissemination.

70

60

50=

40

30

20
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Continue

Exploratory-
Focus

Check

Declarative

Self-
Expressive

| 1nterpretive

12
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~ Interview Profile
Information Coliection " Information Dissemlnaﬁo;i
/

. Self-
Continue ' essive Inferpretive

Draw your profile in accordance with how you believe your profile of InteractionTechniques
would look for one of your typical interviews.
/




- . Interaction Techniques Se"lf-Rating' Guide
' Part Il - Verbal Responding

. R
. -During an interview | perform the following behaviors . . . " '
- ' .
(es No N/A ' .
1. Open the intenview with an open-ended question orstctemenﬂhcf
focuses on the concems of the person. ‘ !
e N . 2. Allow the interviewee as many attematives for self-expression as

= possible by ;making open-ended questions and stotements
reflecting my understanding of what the person is soymg ‘and ase
_short verbal responses such as “uh-huh,” “yes,” etc. that encour-
age him/her to continue talking. ~

- . N 3. Utilize freely open-ended responses, such as explorcfory focus,
check, and continue responses, to build, strengthen, and main- -
tain a positive relationship.

4. Avoid ex? use of responses that call for short, quick inter-

viewee responses that tend {o curtcll his/her perceptual field and
elaboration of topics.

5. Consciously attempt to establish an eary pattem of responding’
- that facilitates inteniewee expression and predominately/use the
1 open-ended responses of explorcfory -focls, check, and continue
and avoid predomlnctely using closed-ended questions.

6. Communicate my attentiveness, concem, and invoivement by
practicitg the effective non-verbal techniques of positioning,
. obsewning, listening, and frequenﬂy make verbal continue re

’ * sponses. N

7. Avoid the use of questions as my only tool for gcfﬁen’ng information.

8. Break 'unproductive pauses with exploratory-focus _dnd-.gheck
responses. ] 0 .

9. Use restrictec®locus responses only to collect speciﬁ’cybifé bf infor-
mation or to appropriately ncrrow the area of discussion.

' 10. Often communicate my undersfcndlng of what the person is say- '
ing with check responses. _—

. 11. Often communicate my understondlng of whct fhe person is
- - experiencing. ‘

12 Frequenﬂy verbalize what | think the person is communicating.

’ 13 Have a moﬂer—of-fcct attitude and tone of voice when giving the
interviewee' objective and factual information. N\

-14. Use language the person understands and avoid jargon andcon-
fusing teminology. , )

-

-

15. Avoidpresenting too muchinformation tothe person at “one shot.”
16. Provide informatjon in a welltimed fashion.

< 12%Mcke sure the person understands the Information | provide. X
) 3
.
Q :
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. 48. Use supportive, self-disclosure, efc. responses when called for.
19. Avold gMng inappropriate advice. ~

20. Avold responses that communicate low levels of respect and
negative regard.

ERIC? - . 6
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- Interaction 'I'ei:hnlques Classification Form: WOrsteet

Y

-,
p Type of Response
Continue | Restricted- | Exploratory- | Check | Declaratibe Selt- T Interpretive
. Focus - Focus ' Expressive
]
- .t e C
) ' »
~ 4
D
S
- ° -
-
. ~ \
] LN
Totol *
Petcent
/ 3 -
- - . , : ‘ 133
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. - My Interview Profile in a Role-Played Interview

Date:
Percent Information Collection - Information Dissemination
i 100 x ; M
. 90 - Vat
80
70
60 -
- 50
40 - \J .
. 7 .
30 e :
20 / S
10 [/ A e
O v
Continue Re::,“cﬁ:d' E"”F'g'c?::'y Check | Declarative Exps::ls'.slve Interpretive
. -, . y
- ™~ ’
' Lo .
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‘Interaction Techniques Self-Rating Guide
Part | - Non-Verbal Behavior Check List - —
During tne interview just completed, | performed the following behaviors . . .
- Yes -No , N/A , ~ -

1. Put aside vyhot | was doing and gave the person my full attention.

2. Established a proper and comfortable distance between me and
the |nte|v|ewee - -

3. Faced the person squarely. Right shoulder opposite the person 'S -
left shoulder and left shoulder opposite the person’s right.

4. Leaned or rotated my body toward the person.
5 Developed and maintained eye contact.

6. Assumed and maintained an “open” posture by avoiding crossing
. my legs, folding my amms, etc.

7. Maintained a relaxed manner while avoiding rigid posture.
8. Refrained from making distracting movements such as fidgeting.

i 9 Looked at the interviewee's positioning.

— — am———

R ¥

10.
11.
12.
13.
14.
15.

16.

17.
18,
9.

v

20.

21.
22.

23.

Looked at the interviewee's grooming. )

Looked at the interviewee’s level of activity.

Looked at the interviewee's facial expressions.

Looked for feelings expressed by the interviewee. .
Looked for pattems in the person's non-verbal communication.

Developed hypotheses bosed on my obserwvations to be checked

out with the interviewee., .,

Resisted internolzd_istrdctions. | listenedwith a clearand open mind
and did notthink about extraneous things. _ .

Initially suspended judgement.
Had goals for listening. | knew exactly what | was listening for.

Listened to the actual words of the person that described the
situation he/she was taking about; what he/she cctuolly saw,
heard, sensed, etc. -

Listened for a description of what the person said to hlm/herself
about the snuohon

Listened for the way the person felt.
Listened for the person's descnphon of his/her behavioral actiéns

in the._situation;what overt action he/she actually did or did not *

perform.
Listened for the person 'S mohves or mtenhons in the situation.

24. listened for the person's major area of ( concem
o

135




25.
26.

27.
28.

29.

30.

Lvstened for common thémes expressed by the person.

Llstened to the person's tone of voice: volume, intensity, rcpldlty.

etc.

Listened for any inconsistencies in the person's communication,
Communicated my attentiveness with varied facial expressions,

smiling, nodding head, hand gestures, efc.

Waited before responding verbally. During this “wait period™ |
systematically labeled, organized and described to myself what |
had observed and heard. For example, | described in my own
mind, the event the person was talking about, what he/she said to
him/herself about that event, any feelings.experienced, and the
overt actions performed by the person whlle focusing on the per-
son’s major area of concem.

| thought about the verbal response to make to the person and
chose the mos} facilitative one that would best help me achieve
my objectives for the interview.




Interaction Techniques Self-Rating Guide < ._

) *  Partll: Verbal Responding Check List -. , . y -
During the interview just completéd,lpgrforméd the following behaviors . . . - ' S
N Yes No N/A _ .o v .

1. Opened the intenview with an open-ended question or statement
- . that fotused on the concems of the inteviewee. - o
2. Allowed the person as many attematives for self-expression as
» possible by mgking - -open-ended questions, and stctements re-
. e - flecting my understanding of what he/she was saying, and tsed
_— N . short verbatrespanses such as “uh-huh,” “yes, "efc that encpurag-
ed person to-continué talking. .

3. Freely utilized open-ended responses, such as exploratory- fogus, o
check, and continue responses, to build, strengthen and main-
tain a positive relationship.

4’ Avoided extessive use of responses¢hat called for short, quick .
interviewee resporises that tend to cu ail his/her perceptucl field
«and elaboration of topics. <o

5. Consciously attempted to estcbllsh an ecrly pchemofre§ponding .
that facilitated interviewée expression and predominately used
the open-ended responses of exploratory-focus, check, and
continue“and avoided predomlnctety using closed-ended ques-
tions. . -

/

.6.-Communicated my attentjveness, concenm, cno‘owement by.
practicing the effective nomgerbcl techniques of positioning, 1
obsewing, listening, and frequenﬂy made verbcl conhnue re- s

. +Sponses.

. 7. Avoided the use éf questions as my only-tool for gathering infor-
. . o mation, 5 w00 o v &
8. Br:éi unproductive pauses with“exp!ord?o?y-focus and check

- , refponses. i

9. Used restricted-focus responses only to-collect specific bits of
C~ ) 4equired ipformation- or fo cppropnctety ncrrow the area of *
discussioh. ) .- . ’

. 10. ‘Cften communicated my understcndlng of what the person was
o saying with check responses. . o

11. Often communicated my’ understanding of whct the person was
experiencing:™ , .

12, Frequently verbalized what | thought the person was.communi-
ting

. 13 HAad a mcher otfact attitude ca tcﬁe of voicé_wﬁen giving.the
. ' : person objective and factual inf tion.

. 14. Used Icngucge the person understood and gvoided ]cf‘gon ond
" caonfusing terminology. - R

15. Avoided presenting too much mformcfion to the person “at "one
shot.”

o

o
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Aruitoxt provided by Eic:
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16. Provided information in a well timed fashion. )

o \
-

'19 Avo;d _glvmg lncpproprlcte cdwce . -

. i responses that commuklccted Iow levels of respect ‘and
negchve regard. .

«
. .. - o - .
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Systematic Interview Programming Format

1. What are my objectives for this interview? - N\
2. What information does the interviewee need from me to achieve those objectives?

a.. Specific topics developed in section lll.
b. Knowledge of my attitude that demonstrates respect posmve regard, concem, atten-
tiveness, invoivement, etc. .

3. Whatinformation do I'need from the interviewee fo achieve those objecnves’>

a. Specific topics developed in section IV.
b. Knowledge of interviewee's attitude, involvement, behoworol responses such shts/her
sensing, thinking, feeling, and acting. fw

4 What is the most effective and efficient way to exchange thot mformohon'?

a.. Attract ths inteviewee in a facilitative manner so that he/she comesto the mt¢rvnew with
. a positive attitude.

b. Canry out ali the guidelines for effective plonnlng

c. Structure the interview setting Making it conducive to the exchange of mformonon

d. When disseminatinginformation attend to language level used, amount oflnforrnohon in

, one shot, timing, and inferviewee's comprehension of the mformonon b,
e. When collecting infoﬁv{\ohon betselective, avoid a facts with minimum meaning ap-
proach, be systematic, ahd use questions in moderation.
f. Practice effective posmonmg observing, listening, and organizing actions.
g. Utilize afacilitative response style by making moment-to-moment responsesin o manner

ae

that encourages free expresslon openness, topic eloboroﬁon\etc T

= ee

.
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. . Relevant Information Awareness Matrix -

. -

——Known
to
InfeMewge

Not

Kgown

to
Interviewee

/ .

1 Known to Intenviewer

«

Not Known
to Interviewer

¢

- ]
Known Dimension

Sams

Hidden
Dimension |

~
Blind Dimension

Anknown
Dimension

s

L W3
»
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I. Systemdtic Interview Programming

°

Systematic Interviewing Skills . T

¢

Aftracting the Interviewee  Planning the Interview

1 Mode of
Communicatioh

. To Whom -
Who the interview is with

. What will happen -
Where the interview is
How to get there

. When the interview is -
Why or'purpose of the
interview .. 9.

9 Personal reason

to come

Personal Commitment

Follow-up

DO WN
DN A WD

10

11

. General "Ga
. Systemdtic Format

. Content and Process:
. Specific Objectives

. Written Plan

Review

. Inform Inteniewee
. Moment-to-Moment

Objectives )
Interviewee Focus -~
vs Form Focus

Flexitle )

3

‘Plan”

Structuring the Interview Setting
Barmiers

Chairs )
. Interviewee Comfort
Distracting variables
Confidentiality
Neatness
Temperature

. Lighting * .

. Accessibility

. Personalizing

Time

SN

SoovoNOURLND S

—_—

4

- Il. Information Exchange

1.-Role and Function of *
Agency/Organization/Section
2. Your Role and Function
3. Inteviewee Rights
~4Inteviewee Responsibilities
5. Interviewer Style
Language used
Amount of information
Fming
“Format

-~

Information Dissemination Effectiveness

4 , . 3 - s
Information Collection Effectiveness
1. Information from Section V*- Step 2
2 S4Rtenviewer Style

Syst

ematic

Selective

Sho

t-Gun

Open-ended

~




&

I1l. Non-Verbal Interaction Techniques

Positioning .

. Attention

.'Distance

. Face squarely X

. Body inclination_ -

. Eye-contact

Open-posture

. Relaxed ‘
. Distracting movements

OB WM~

Listenirig

" 4. Intemal distractions
2. Suspend judgement
3. Goals
4. Actual words
5. Self-talk
6 Feelings
7. Actions
8. Area of concem
9. Themes
0. Tone of voice

. 14. Inconsistencies

12. Attehtiveness
» ~ 43 \{Vcit

" Moment-fo-Moment Responses

Continue Response
Restricted-Focus Response
Exploratory-Focus Response
. Check Response

. Declarative Response

. Seif-Expressive Respanse
. Interpretive Respoqé:;

-

(\nc»m::-po_ro}

L4

e .

. -

3

NO D WN

- Observing

. Interviewee's positioning
. Personal appearance

. Levels of activity '
Gestures

. Facial expressions

. Feelings

Pattems -

Organizing - »

!

IV. Verbal Responding

ENOCOD WS

Behaviorally oriented

. Mylti-modal behavior
Sgnsory responses
Cognitive responses
Affective responses
Somajic/motor responses
Domthant dimensions

. Chodke verbal respbnses

° Response Styles .

2. The Listener .
2. The Infemogator
3= The Explorer

4. The Reflector

5. The Infdrmer

6. The SelkExpresser
7. The Intempreter

<
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The Facilitator

-

Start the infenview with open-ended responses

. Gather information from interviewee's perspective

Break unproductive pauses by focusing pn—« teviewee

: Build and maintain rapport

. Gather additional inforppation

. Facilitate inteviewee exploration

. Gather specific bits of information

. Narrow the area of conversation

. Encourage interviewee talk without interruptions™
. Communicate understanding  ©

. Present objective factuadl information

. Information ffom one’s own frame of reference

Interpretations as necessary

s
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" Step | - Skill Assessment
Exercise |

Comgare the results; recorded on the self-assessment forms found on bages 430-432 with
those on pages 134-138 and answer the following questions: '

—_—

1. Are ther any discrepancies betwéen what you thinkyou do and whatyou did doin arole-
played situation?

2. Are you satisfied with the results on pages 434-138? “
3. What do you think about your performance? ‘

s

4. f)o you want to maintain your present level of performance or.improve it?
5. Can you implement The skills you have leamed here back home in real-life situations?

i

Q
r. , )

Exercise 2 - Aftitude Assessment

1. How Willcwhat-l have leamed here help me in my i’ob? -

2. How will | apply what I've leamed?
. - ] / .
\y

3. What are some possible things that might prevent me from using what | have leamed?

4. How will } handle those obstacles?

5. What will help me use whatd have leamed? ;

Skill + Aftitude = Effectiveness ‘




A

. - Step Il - Skill Development

>

- SKill Development is an ongoing procc_ess.w )
Notes: ‘ o L ( .

Habit Change = self-observation, self-monftoring, self-evaluation, attention to
details, persistent and exdensive practice

Are you willing to develop your skjlls as cmmewiewer? . °

No

\

v
-
»
N ’
-

- Goodbye - .

Yes | . ~
v' .

Tum the Page o >

\
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_ The Stages of Skill Development .
A : , - oo

Stage 1 - Cognitive Understanding oo
! Stage 2 - Converting Practice
Stage 3 - Cognitive-Emotive Dissonance s

ot
¢
’ %.
’
-
-

‘ o Sfage 4 - Persistent & Extensive Practice

o
g

. &ageSQCognitive-En%WgHorrnony

Stage 6 - Skill Formation

) .‘\ ~ | N , 141 | ; ] g
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What is Cognitive-Emotive Dissonance?
N

Cognitive-emotive Dissonanceris when you know how to do the corect thing or best thing
but you feel “wrong” when you do it. The new behavior does not “fit" with you. Hence, you
experience negative feelings in your gut when applying the skill instead of positive feelings.
Youmay get confused and frustrated and end up concluding that you can't succeed ctthe

ew behavior and go back to your old habits. -

An Exampile of Cogniﬁve-ﬁmoﬂve Dissonance: .

You move orvacationfor an extended period in Japan.You buy a Japanese carwhile there.
You have had time to develop cognitive understanding into Japanese-style driving. You
understand that Japanese cars and traffic are opposite to ours (i.e., the steering wheel is on
the right'side of the car, and in Japan you drive on the left side of the road). In spite of your
knowledge and ability to drive Japanese style (your cognitive understanding) it doesn't feel
“right” doing it. You don't have emotional understanding or the correct normal, natural
emotional feeling for doing it. For several weeks, every time you drove the car, the thinking part
of your brain conectly directed you to drive on the left side of the.road, but the feeling part of
yourbrcln made you feel strange as if you were doing.something wrong. So you have astrong
urge to go back torightsided driving. In fact, if you stop thlnklng cbout it,you mcyf indyourself

son the right (but wrong) side of the road.

“
-5

i Overcoming Cognitive-Emotive Dissonance
and Developing COQnmve-Emoﬂve Harmony
ieading to Skill Formcmon

Y

. Persistent and Extensive Practice .
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. _ " skill Development - Stage 4
. '\ . Persistent and Extensive Practice

Step 1 - Behavior Rehearsal - Imagery Practice \
What is it? Why do it?

Three ways to perform behavioral rehearsal via mental imagery:
- 4. Without Script - Do the following ten minutes a day for at least three weeks.

a. Picture yourself or fantasize in your mind as vividly and as intensely as you can preparing
for an .interview. Really imagine yourself sifting at your desk planning the interview. You
.develop a "game-plan” that includes the topics you want to discuss to give the inter-
viewee needed information to involve them in the interview and topics that include
information you want to get from the interviewee. ¢

.

b. Next see yourself structuing the interview sefting-so as to facilitate the snformation ex-
change process.

c¢. Really imagine very vividly canying out all of the guidelines covered in Systematic, Inter-
viewing Programming. | ’

d As you cany out those gundellnes relax and feel calm.

C\ e. Now really see yourself practicipng all of the non-verbaliinteraction techniques guudellnes
See yourself positioning your body, obsening the interviewee, actively listening, and
imagine yourself organizing the dafayou are collectingin asystematic effective manner.

f. Feel natural as you do this.

g Now hearand see yourself responding to the interviewee. Imagine yourself asking open-
ended questions, making open-ended.statements while avoiding the excessive use
of closed ended questions. -~

h. Imagine yourself continuing the interview utilizing a facilifative response style. Imagine
it feeling natural to do so. You are feellng cclm relaxed, while determined to practice
your skills. . .

2. With Script - Develop a script ofwhct you want to see hear, think, feel, and do during your
interview and record it on tape. Once a day for three weeks play the tape and strongly
imagine yourself doing the things described. The followinglisa sample Imagery Script.

Sample Imagery Script . W
u ‘ a. | have programmed my inteniew very well. | have encouraged the person’s appearance
v for the interview by extending an invitation that provides information that wiz/lcilitcte
. .. his/her desire to come. | have stryctured my office setting in such amannerth t it will be
. _ very conducive fo the information exchange process,and| have planned the interview

well. | know all the topics | want to cover with the interviewee to meet my objectives. | feel
: good. | feel relaxed and calm. | feel determined to conduct an effective intenview.

°
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squarely with my body inclineg toward him/her.There is a comfortable distance between
° us andl am looking foward the derson as | maintainan open.posture. | amvery relaxed.
| see myself practicinig these pos?!ioning behaviors very clearly.

I am observing a number of things as | listen to the person. | look at his/her level of
activity. | look at gestures, facial expressions and pattems in the person’s behavior. | am
picking up a number of cues and have a number of hypotheses to be checked out asto
the person’s feelings, thoughts, etc. -

Ahave suspended judgements about the interviewee so that | can really hear and
understand everything-he/she is saying. | know what I'm listening for and | see and hear
myself accurately che?ing and organizing the data I'm coliecting.

c. | hear myself responding fo the interviewee in an opeh:e’nded fashion. | see,myself and
hear myself asking open-ended questions, making open-ended statements while avold-
ing the frequent use of closed-ended guestions. | feel calm, relaxed, and detemined. |
hear myself giving the person information with responses that are very desciriptive in
character and neutral in tone. I'm using language the person understands. I'm very
pleased with my perfformance.

b. The interviewee has amived gi;:e inferview is in précess. | am sitting facing the person

3.Lmervle‘v.vlng Skiils Imagety Rehearsal Tape - This tape has been developed by thés
authors. However, you are encouraged to develop your own so that you may be specific to
the job you do and personalize it more. -
7

- Step 2 . Behavior ﬁehearsal - Role-play Practice
People | p‘\cgﬂgﬂge to role-play with me
AR : |

-

2. ) 1y ‘ . ) , ®
| - N | ‘ ‘!: » ‘ .
Availabie times for rol&-playing, S e
j/ 1. . ' ‘
2.
3.

Places to role-play
1. “ .

Q - ‘ - | 144 ”‘
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. ~
Behavior Review o
Tape Recorder _ ) ) , ( <l
Microphone ~ -
Tapes ‘ ' ’ L 1
‘Sel-Assessment Devices . ‘ . -
‘ . L S c .
Seif-Assessment Forms To Use With Behavior Review: . , ¢
1. The Systematic Interview Programming Self-Assessment Guide . -
) 2. The Information Dissemination Self-Rating Form L

3. The Information Collection Self-Ratfing Form
* 4. The Interaction Techniques Self-Rating Guide
5. The Interaction Techniques Classification Form
é. The Interaction Prdfile Sheet -

o i N
ot
P < » '
/}
L. - ’ o~ }
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Using Self-Reinforcement '

- to Facilitate Skill Deévelopment .
' e

N .

ofany number of reasons (i.e., lack o

_ e, no inferest, etc.) you may want to use the follow-
ing self-management methods to en

urcgé yourself to do the practice every day. )

. Ifyou frequently avoid doing things t%you know willimprove yodr performcnée because

. Select some activity that you highly enjoy and that you tend to do every day—such as =

reading, watching 1V, social activities, gating some choice food, efc. v

- «

Use this activity as a reinforcer or reward by only allowing yourself fo engage in it afteryou . .

have practiced yo‘ur,skills for that day. Otherwise, no reward.

. You may also select some activity you find unpleasant—such dé'cleaning the t;cthtub.

washing the car, cleaning all the windows in your home, etc., and penalize yourself by
making yourself perform that activity every day you do not practice. . )

. You might want to also arrange with someone to monitoryou oY to help you actually cany

out the penaltties you set for yourself. ’ - /s
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5 o,

o Continuation of Skill Development and Maintenance

t
=
¥y

1..Next Wednesday or approximately ¥ week following this session, perforn{ the following
actions:

Q. Tcpe record an |ntewlew .
b. Rate your performcnce using the Self-Rating Forms on pcg 156-165 of your Wor%uok. .

s c. Listento the tape and classify each ofyour responses utilizing the InteractionTech
, Classification Form: Worksheet on page 166 of your Workbook

d. Do a profile of your interaction style on pcge 167 of your Workbook °

Bk \\e Analyze your performance in terms of what you think about, how you feel about it, and
what you plan to do about it.

f. The date | will complete the above actions (a-e) is
2. One week after the above data (date in 11) perform the following actions:
a. Tape record an interview. -
b. Rate your performance using the Self-Rctiné Forms on pages 167-1 78 of your Workbook.

L

c. Listento the tape and classify each ofyourresponses utilizing the Interaction Techniques
Classification Form; Worksheet on page 178 of your Workbook.

- d. Do a profile of yeur interaction style on page 179 of your Workbook.

e. Analyze your performance in terms of what you think cbout how you feel about it, and
what you plan to do about it.

f. The date | will complete the above actions (a-e)-is . »
3. Two weeks after the above date (date in 2:f) perform the following actions:

a. Tape record an interview.
b. Rate your pefformance using'the Self-Rating Forms on pages 180-189 of Workbook.

c. Listento the tape and classify each of yourresponses utilizing the Interaction Techniques
Classification Form: Worksheet on page 190 of your Workbook. ‘
d. Doa proﬂle of your interaction style on page 191 of your Workbook.

e. Analyze your performance in terms of what you thlnk about, how you feel ut it, and
what you plan to do about it. - .

*;‘he date | will complete the cbove actions (c-e) is . . *
4. The completion of Steps 1, 2, & 3 conipletes the Systematic Interviewing Skills Training

process. However, we strongly encourPge and urge you to continue the self-monitoring

- process by penodlccl recording your interviews and cssessmg your performance. _ - o
© —_

g

Remembe’r:

Strive to be Alypicai! -
Rise Above the Norm! .
Be Exceptionai!
~ . ’ . .
! s * ~GoodLluck,
- : Happy Interviewing

. . 14y -
‘Gw . \ . - . 15?
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. Part | - Attracting The Interviewee T e—

hen | made the cppomfmenf for the-person | just mfervnewed | perforfied the following
howor —-

‘No N/A

. ! 1. Considered carefully the mode of communication (whether
phone, written, or in person) that was most appropriate for the
person being invitéd. "

2. Considered carefully to whom the invitation was extended (inter-
viewee, parents, guardian, spouse, etc.)

3. Made sure the person‘knew exactly who the.interview was with. |
identified myself and my agency/organization clearty.

4. Informed the person of what Would happen. | stated the type of
-~ interview the person was being requested to comefor (i.e., thisis an
initial screening interview). N

¢ + 5. Informed the person of where the interview would take place. | was
very precise in stating the interview location.

T 6. Infdrmed the person of how to get to the intenview. | gave precise
directions of how to get to my location.

- 7. Informed the person of when the interview would take place. Tlme
and date were included in the invitation.

8. Informed the person of the general purpose or the why of the inter-
_view. | stated exactly why the person wgs being extended an
invitation (ie., “To talk about hpw this agency may help you.”)

ing the interview.

10. Followed-up. | reminded the person offhe interview just before fhe
scheduled date.

9. Encouraged the persdon to appear by presenting a perschatrea- .
son, | stressed the benefits or advantages to the person of cﬁend- ’




e *

) ’ The Systemahc Interview Programmmg Self-Assessmem Gunde
. Part Il - Planning The Interview

Considering the interview | just completed, | performed the foIIowlng behaviors . . .

Yes No N/A__ : T ) Ve
4. | developed a general “gcme plan™ which gmded my activities
.'. during the mterwew

r~

general “game plan.”.

. When formulating my plcn | focused both on the ¢ d/éntent of1'£
infeagew, such as fopics N’jht neededto be discussed, and process
or how | would go about dnscussung those topics.

. | developed specific objectives for this m}erwewee.

. 1 reviewed those objectives prior to the interviewee anving.

—\ .

. | informed the-intenviewee of the interview objectives.

. | allowed my general and pre-mtenvlew objectives to be moderat-
(‘ . . ed by moment-to-moment objectives that developed during the

W N OO A

course of the interview.

-9. 1 dfd not become so involved in the contént of forms that | missed
what was really being communicated during.the interview. | was
aware of what was hcppenmg wnh‘lhé interviewee and respon}ded*

* appropriately’

.. 40. | was flexible. | did not rigidly and mﬂembly |mpose my “game
“ ~ plan” on the interviewee. u

2 ° .

. . s
Sy R . 4

. lhad a systemchc format which | followed when® developlng my ’

. | developed my interview objectives and'strategies in writtgn form. ‘

o ®
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The.sfstemaﬁc Interview Programming. Self-Assessment Guide
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Pamlil - Structuring The Interview Sefting

Prior to the interview | just completed, | performed the following behaviors . . R

Yes No .

N/A

\0
- 4. Aranged furgiture so as .not.to have physiéldl barriers between'me
and the infelviewee.
2. Had chairs of same or similar typé and of equcl height.
3. Made sure the fumiture was as comfortable as possible.

4. Controlled noise or dlstrcchng variables such as phone cclls
knocks at the door, outside noise, etc. ,

. Provided a rpeeﬁng pfacewhere confidentiality could be assured.
. Put away things | did rot wish the person to see.

. Controlled tempergture within the interview sefting.
. Controlled lighting within the’interview sefting.

. Made sure the interview sefting was accessible. -

10. Structured the interview time so that sufﬁcnem time was allowed to 4

O 0 N O O

achieve my objectives. Tt ;

4
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.
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Yes No N/A

o 7

Interaction Techniques Self-Rating Guide
Part | - Non-Verbal Behavior Check List
During the interview just completed, | performed the following behaviors . . .

1. Put aside what | was doing£nd gave the inteviewee my full
attention. ™

2. Established a proper and comfortable distance between me and
the person.

» . :
3. Fcceg the person squarely, Right shoulder opposite the person’s
left shoulder and left shoulder opposite the person's right.

~
4. Leaned or rotated my body toward the pefson.
5. Developed and maintained eye contact.

6. Assumed and maintainedan “open” posture by avoiding crossing
my legs, folding my ams, etc. -

7. Mclntclned a relaxed manner while avoiding a rigid posture
8. Refrclned from mcklng distracting movements such as ﬁdgehng
9: Looked at the person's positioning. -

*$0.,Looked at the person's grooming *

-14. Lookedd at the person's Igﬁl of activity.

12 Looked at the person’s facial expressions.

13. Looked for fi gs expressed by the mferviewee

14. Looked forﬁne\ns in the person’s non-verbcl communication.

-15. Developed hypotheses bcsed on my observchons to be checked

. out with the interviewee. - .

16. Resisted mtemcl distractions. | listened with a clearand open mind
and did not think abeut extraneous thmgs

17. Initially suspended 1udgement
18. Had goals for Iistenlng. | knew exactly what | was listening for.

19. Listened to the actyal words of the person that described the
situation he/she was takking about; what he/she actually scw
heard, sensed, etc.

20. Listened for a description of what the person said to him/herself
about the situation. ¥ , .

21. Listened for thie way the person fett

22. Listened for the person’s description of his/her behavioral actions
in the situation; what overt uchon he/she actually did or digr not
perform. ) '




23.
24.
25.
26.

27.
28

29,

30.

-

Listened for the person’s motives or intentions in the situation.
Listened-for the person’s majot area of concem.
Listened for common themes expressed by the person.

Listened to the person’s tone th voice: volume intensity, rapidity,
etc.

Lrstened for cny mconsrstencrés in the person s communrcctron

Communrccted my ch‘entrveness with vcned facial expressrons
smiling, nodding head, hand gestures efc.

Waited before respongding verbclly During this “wait period” |
systemcticclly labeled, orgcnrzed and described to myself what |
had obseved and heard. Foriexample, | described in my own
mind, the event the person was ’rclkrng about, what he/she said to
him/herself about that event, crny feelings experienced, and the
overt actions performed by the person while focusing on his/her
major areqa of concem.

| thought about the verbal responge to make to the person and
chose the most facilitative one that would best help me achieve
my objectives for the interview.
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Interaction Techniques Self-Rating Guide
a Part Il - Verbal Responding Check List S
. During the mtervuew just completed, | performed the following behcvnors
- "Yes No N/A . - .

_ * _ 1. Opened the interview with an open-ended question or stalement
that focused on the concerns of the inteviewee. ’

- . 2. 'Allowed the person as many alternatives for self-expression as
possible by making open- -ended questions and statements, re-
flecting my understcndmg of what person said,-and used short
verbal responses such as "uh-huh,” “yes,” etc. that encouraged
the person to continue talking.

. . ~ 3. Freelv utilized open-ended responses, suéh as exploratory-focus,
: check, and continue responses to build, strengthen, and maintain
a positive relchonshup

4 Avoided ex'éessuve use of responses that called for short, quick,
~ interviewee responses that tend to curtail his/her perceptual field
and elaboration of topics

5 Consciously attempted to establish anearty pattem ofresponding *
= that facilitated the interviewee's expression and predominately
) used the open-ended responses of exploratory-focus, check, and
/ ‘continue and avoided ‘predominately using closed-ended ques-
tions. Ce *

‘\ : 6. Communlccted my ch‘entaveness concern, and mvolvement by
practicing the effective non-verbal techniques of pesitioning, . N
obseming, Iustenung and frequenﬂy mcde verbal continue re-

sponses . )
} G

e=——__¢ 7. Avoided the use of questions cs my only tool for gcfhenng infor-
- mation.

8. Broke unproduchve pauses with explorctow focus and check
1esponses.

9. Used restricted-focus responses only to collect specific bits of'
required information or to cppropnctely narrow the area of
discussion. ) .

10. Often communicated my understcndung of what the person was
_saying with check responses.

.

11. Often communicated my understanding o-f what the person was
experiencing.

12. Frequently verbalized what | thought the person was communi-
cating. ‘

. 13. Had a matter-offact attitude and tone of voice when giving objec-
" - tive and fgctual information.

. 14. Used language thé interviewee understood and avoided jargon
and confusing terminology. .. .
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. Avoided presenting too much information at “one shot”
. Provided information in a well-timed fashion.

. Made sure the interviewee understood the information | provided.
. Used,supponive, self-disclosure, etc. responses when called for
. Avoided giving idappropriate advice

. Avoided respohses that communicated low levels of respect and
negative regard.
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Yes No N/A

o OO B W N>

10.

11.
12.
13.

14.

. Informed the interviewee of

. Explained

. Gave the interviewee the following information

. Gave the interviewee the following information

L]

informed the interviewee of L

informed the infer\/}ewee of __
Explained > :

Gave the interviewee the following information

*

. Made every éffort to ensure that the information | gave was for the

purpose of promohng mdependence and involvement.

Commumccted information at the mterwewees level of under-
standing.

Avoided presenting oo much information at “one shot.” )
Provided information in a well-timed fashion. .

Made sure the inferviewee had understood the mformchon.'

provided: -

Summarized the significcnf'content of the interview discussion as
the interview approached its end.

- o
Information Dissemination Self-Assessment Form
Directions: . , .
The fifst eight items are to.be completed by you pnor to the interview Simply list the infor-
7 mation you want to give the inteviewee during the interview.
Following the interview check the appropriate spcce to indicate your performcnce d(J
each item R
H 'S , i a
Dunng the inferview just completed | performed the following. . o

_163
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Directions:

interviewee

Discussed |

-1

~

O 0V ® N O b W N

|
-

‘Discussed |

-1

O 0V ® N O O b W N

-

X

¢

Part | - Topic Discussion

Discussed I

O 0V ® N O O b W N

o

Discussed ||
4 -

4

©

—_

1

2
3
4
5
6
7
8

9

10

M

Y

-

) Following-the interview check the topics you actually discussed.

-

. Information Collection Self-Assessment Form

Discussed Il

O OV O N O O B W-N >

Discussed IllI’ *

-

O OB W N~

4

Prior to the Interview, list the Information Collection Topics you want to cover with the



Information Collection Self-'Assessm'em Guide

Part 1l - Collection Style

" During the inteview just completed, | did the following: S

Yes No N/A

o

. Systematically explored all relevant-topics in depth.
. Avoided o' ‘shotgun” approach.
. Asked myself covert queshons thcmiured indepth exploration of

. Remained flexible.~

. Reviewed all available pre-interview information on the interviewee

prior to the interview. ) ¢

Followed a systematic plan that included a Insf of topucs to be
discussed with the interviewee. .

.'Collected only that informgtion which helped me develop an

understcndmg of the person.

4 Knew what information was |mportcnt and whct was not.
5. Avoided o “facts with minimaum meaning” information collection

approach.

Explored the intenviewee's* feelings, actions, and thinking that
related.to the facts being-gathered

topics.

: Usedvquestions in moderation
. Did net ask for inforgnation which | alreaqy had.

1.57‘

LS
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Interaction Techniques CIasslﬁcahon Form: Worksheet
My Responses in an Achial Interview

Date:

Type of Response

Restricted-
Focus

Focus

Exploratory-

Check

Declarative

Self-

'Expressive,

interpretive

Total

Percent




N\

-

=

/
. ' Interview Profile  / ‘ -
My Responses in an Actual Inferview Date:
Percent ~_ ., Informdtion Collection " Information Dissemination
v _ / , .
100 T R
90 - : :
80 - .
70 :
- .
60 = -
v 3
50 . — -
40 = D \J -
30 -
‘20 -
10 > =
0 : . :
Restricted- | Exploratory- . . Self-
Continue Focus Focus Check | Declardtive Expressive Interpretive
4 . '-
“ 4
\
. - <,
o
'1 e -
4 .
4 L]
4 -
- 1 D 9 ‘.
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The Systemahc Interview Programming Self—AsSessmeni Gurde AN
. Part | - Atiracting The Interviewee .

When | made the oppolntment for thé person I just mfervrewed I performed the followrng
behavior

Yes No- N/A . ‘ ' ' S

-

Considered carefully the mode of communication (whether
phone, wiitten, or in person) that was mostﬂbppropnote for the
person being invited.

- . " 2. Considered carefully to whom the invitation was extended (inter-
) viewee parents, guardian, spouse, efc)

3. Made sure the person knew exactly who the rntervrew was with. | -
identified myself and my agency/organization clearly. i
. : 4. Informed the person of what would hoppen | stcited the type of -
) : interview the personwas being requested to come or (ie. thisisan
. initial screening interview). .
. __\—-J' — 5. Informedthe person of where fhe interview would take place. Iwos . .
. : - very precise in stating the interview location.
. ' 6. Informed-the person of how to get to the interview | gdve precise
{ — " directions &f how to get to my location. . ¥
. ' B} : 7 Informedthe person of when the interview would toke place Time ’
( . % and date were included in the invitation.

) 8 Informed the person ofthe general purpose or the why ofthe inter-
< view. | stated exactly why the person was being extended an invi- ’
~ tation (i. e. “To talk obout how this agency, may help you™)-

— _ 9. Enoouroged the person to appear Ry &resenhng a persondl
reason. | stressed the benefits or advMnfages to the person of

attending the interview. N
\ - 10. Followed-up. | reminded the person of the interview just before the
- scheduled date. R
. b .
rr ' ’
( - -
. L - X
by - ’ '
v . : S
.
. 1 ‘.)‘( '
- ' L V'3
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-The Systematic Interview Programming Self-Assessment Guide
. . Part Il - Planning The Interview -

Considering the interview llst co'm‘pleted. | perfo?med the following behavi
“Yes 'No N/A

——— —— 4.l developed a general “game plan™ which guided my actvities

during the interview. Sy
- . . '
. I had a systematic format which | followed when developing my

gerieral "game plan.”

When_formulating my plan, | focused both on the content of the
interview, such as topics that needed to be discussed..and pro-
cess or how | would go about discussing those topics.

I aeveloped specific objectives for this interviewee.

5 | developed my interview objec—tives and strategies in written form

| reviewed those objectives prior to the interviewee amving.

7 linformed the interviewee of the interview objectives

1 allowed my éenercl and pre-interview objectives to be moderat-
ed by moment-to-moment objectives that developed dunng the
course of the interview )

v

| did not become so involved in the content of forms that I missed
what was really being communicated dunng the interview | was
aware of what was happening with the interviewee and responded
appropriately

I was flexible | did not rigidly and infiexibly ir'npoge my “game
plan” on the interviewee

-
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The Systematic Interview Programming Self-Assessment Guide
. Part Il - Structuring The Interview. Seﬂmgv
Prior o the interview | 1ust comp|efed | performed the fo||o)~|ng behaviors . !
S Yes No N/A o °

.

1. Arranged furniture so c\s notto have physical barriers between me
and®he inferiewee .

2. Had chairs of same or similar fype and of equal height

. 3 Made sure fhe furnnture was as comfortable as possible

F=N

. Controlled noise or distracting variables such as phone cc||s

) knocks at the door, outside noise. etc - ¢

Provided a meeting placewhere conﬁdenhchty could be afsured

Put away things | did not\(ush the person to see
“d@ntrolled temperature within the interview seffing.

.

. Made sure T8 interview semng was accessible

5
6
7
v : - 8 Controlled hghhné within the mfeNlew sefting
9
0

. - 1
- 40. Structured the interview hme SO, that sufficient time was c||owed to <
“ ) achieve my objectives
/ 12 ‘ ¢ Y
; : % X
0 ’
a ?\ .’\
. =)
8 : - *
7 \ , X
. /’ -
"y - '
\
14 - \ o
A } .
. e
.- . -
- .
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lnierachon Techmques Self- Rcmng Guide
' 7" "Part1- Non-Verbal Behavior Check List
During rh% intetview rqst cornpleted, | performed the foIIovil.rng pehovrors .
Yes No N/A , -

#

Put osrde what | was dorng and gave the inteivieweSmy full
attentior.

.A

3!

N

Established a proper and comfortable drsronce between me ond
* the person.

w

. Faced the person squarely. Right shoulder opposrte the person S
left shoulder and Ieft shoulder opposite the person s right.

”

ES

Leaned or rotated my body toward the person.

o

Developed and maintained eye contact.

o

Assumed and maintained an “open” posture by avowding crossing :
my legs, folding my arms, etc. .

L . 7. Maintained a relaxedWganner while avoiding a rigid re..

h 8. Refrained from making distracting movements such w“é
9. )
.10. Looked at the person’s grooming. ot - - ‘
, 11‘Yf|;ooked at'the. person's level of activity.
.2 ) 12. Looked at the"person's facial expressions..
13. Looked for feelings expre’ssed bythe.rntewrev? i ) '
14. Looked for patterns rn the person § non- -verbal municorio'n
15- Developed hyporpeses bosed onmy observohons to be checked

our with the |nrer\gewee *q

.ot

/ . . ) P 6. Res‘sted rntemoldfsfroéhons |Irstenedwnhocleorondopenmlnd
L] / -

as fidgeting.
bl
Looked-at the person’s positioning.

4

and drd not think obout exrroneous rhlngs

P 17 Inmolly suspended judgement b e T .
18 Hdd goals forJrsrenrng | knew extictly,what | was Irstenrng for.

19. Lrsten&’ to rhe actual words of the person thot described the
. ~Situationr he/she Was talking obout whcr he/she octuolly sow
h&rd, sensedyetc. : . £

-, 20. Lrs?ened’for a description ofwbot the person sold to him/herself

o ~ ¢ obouune situation. R

: S ;Yéned for the way the person felt. "+ .

. 22 Lrstened-{or the’ person 55 description o(,hrs/her behtwioral actions
in thé srtuqhon -what over'r acfion he/she ‘actually did or did not

perform. /

T

a P
h .

. » d
a4 o .
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as

. Listened for common themes expressed by the persdq.

‘ 5,

. Listened for the person’s motives or intentions in the situation.
. Listened for the person’s major area of concem.

-

. Listened to the person’s tone of v:)ice: volume, intensity, rapidity,
. . d‘ "

etc. ’

. Listened for any inconsistengies in the person’s communication.
. Communicated my aftentiveness with varied facial expressions,

smiling, nodding.head, hand gestures, etc.

]

. Waited before regponding verbally. Buring this “wait period” |

systematically labeled, organized, and described to myself what
| had obseived and heard. For example, | described in my-own
mind, the event the person was talking about, what he/she saidto
him/herself about that event, any feelings experienced, and the
overt actions performed by the person while focusing on his/her
magjorarea of concem. . | .

7 4

0 thought about the verbal response to make to the person and

chose the most. fccilitctivp one that would best help me achieve
my objectives for the interview. . ’ )

oo

™~ .
, . . )
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Lo Interaction Techniques Seif-Rating Guide
VAR _ Part I - Yybal Responding Check List . o
‘ Dunng the rnrervrew just completed 1l performed the followrng behaviors . :

Yes No N/A . . . ‘ ‘ :
1 Opened the interview wrrh an open-ended question or statement
_that focused on the concems of the inteviewee.

> - 2. AIIowed the person a$ many oltemorryes for self-expression as

T possible by making open-ended questions and statements, re-
flecting my undersronding of what person said, and used short -
verbal responses such as "uh-huh,” “yes,” etc. that encouragéd .
‘the person to continue talking.*— < .-

~

e T —_ . 3. Freely utilized open-ended responses, such as éxploratory-focus,
- check, and continue responses to build, strengthen, and maintain
o . a positive relationship. . . ) R

,\ - A *4 "Avoided excessive use of responses that called fot short, quick.‘ .
. s 7 - interviewee responses that tend to curtail his/her perceptual field
. 3 . and elaboration of topics.
° \ N

) ,‘ 5. Consciously attempted to establish an early pattern ofresponding
N - that facilitated the interviewee’s expression and predominately
. ysed the open-ended responses of exploratory-focus, check, and
.- - .continue and ovorded predomrnotely using closed-ended ques-
. tions.

o ) _ 6. Communicated my attentiveness, concem, and involvement by

e e .o T practicing the eéffective non-verbal techniques of positioning..

’ : : obfse{vrng listening, and frequently mode verbal continue re-
sponses.

7. Avoided the use of questions as my only tool for gorhenng’rnfor
P . mation.

8. Brake: unproductive pauses with explorororyfocus and check
' responses

< v 9. Used restricted-focus responses only to collect spegific bn‘s of
.~ L e - requrred information l'o opproprrorely arrow the area of drs

[

. . ~cussion.

, . 10. Often communicated my uhdersrondr g of what the person was -
IR 7/ T saying with check tespanses. .

. _ 1 Often communicated my undersrondrng of what the person was
> . experiencing. .

42. Frequently verbalized what | rhoughr the person wosﬁomnaumr
corrng .

¢, v

185 C, ' 473
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13.

14

15
16
17.
18.
19.
20.

z
.

Had a matter-of-fact attitude and tone of voice when giving objec-
tive and factual information .

Used language the inferviewee understood and gvoidedi jargon
and confusing terminology.

Avoided presenting too much information at “one shot.”
Provided information in a welltimed fashion.

Made sure the interviewee understood the information | provided.
Used supportive, self-disclosure, etc responses when ccllec\i for.
Avoided giving inappropriate advice.

Avoided responses that communicated low levels of respect and
negative regard.

-

o«
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/ Informahon%(ssemmahon Self-Assessment Form , ' ”

Directions: '
The first eight items are to be completed by you prior to the mtervuew Simply list the infor-
matioh you want to give the mfervuewee during the interview. -

Follow'ng the interview check the appropriate space to indicate your performance of
each item.

Dunng thy% interview just complqted. | performed the following:
- Yes. No N/A.

- < N
1 Informed the interiewee of -
2. Informed the interviewee of
—+ - 3 Informed the infeviewee of Y : 1
4 Explcnned
5 Explained N
: 6 Gave the interviewee the following information
/ 7. Gave the interviewee the following information
-
A 8 Gave the intenviewee the following information
9. Made every effort to ensure that the information gcT/e whis forthe -_
_ purpose of promoting independence and involivement
- i : 10 Communicated nnformchoh at the inteviewee's level of undf- e
- ] ) standing . .
* . ' » 11. Avoided presenting too much information at “one shot”
12 Provided information in a well-timed fashion.
; 13. Made sure the 'Interviewge had undersiood the informction pro-
vided
14 Summarized the significant content ofthe interview discussion as
the interview cpprqcched its end. .
° s
b ' ‘

L . \ 17?
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Information Collection ielf-Assessmem Form . *
Part | - Topic Discussion
¢ Directions: .
Prior to the Ihterview, list the Inform'c:tion Collection Topics you want to cover with e

interviewee

Following the interview check the top}cé you actually discussed.

Discussed | Disé¢ussed Il Discussed Ill

) ‘ 1 _% 1 _
—2 _2 __ 2
3 3 . —_3
E——" S | — |
—5 -_5 _—5

' 6 6 o 6
—7 _ _7

_— 8 ~ — 8 —_ 8

. —9 _— 9 — 9
—_—10 — 10 —10

Discussed | Discussed Il Discussed I

' 1 1 1
2 - .
_3 —_3 — 3

— 4 S | — |
—_—25 —5 — 5

* _6 _ 06 —_ 6
R -7 o7

— 8 —_ 8 8

—_ 9 —_9 _9
—10 ¢ 10 — 10

. N )
- -
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- ‘ Information Collection Self-Assessment Ghide

Part Il - Collection Style ' .
During the interview just completed, 1 did the following:
A -
Yes No s N/A .

4. Reviewed all available pre—interviex)v information ontheinterniewee
prior to the intenview.

2. Followed a systematic picn that included a list of topics to be
.discussed with the interviewee. | -

L3 Collected only that information which helped me develop an
-understanding of the-person.

. 4 Knew what information was important cnd what was not.

, . 5. Avoided a “facts with minimum meaning” information collection
' approach .

6. Explored the inteviewee's feelings, actions, and thmkmg that re-
‘lated to the facts being gathered.

7. Systemchcclly explored all relevant topi;:s in depth
8. Avoided a “shotgun” approach.

e ema % Asked myself covert questions that insured mdepfh exploration of
‘ topics.

-

10. Used questions in moderation.
_44. Did not ask for information which | already had.
) 42. Remained flexible.

\)7‘ . ' . 1 n: .
| %3 o

-
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Interaction Techniques Classification Form: Worksheet
" My Responses in an Actuai Interview ’

_ Date: s
Type of Response
Continue Restricted- | Exploratory- | Check’ | Declarative Self- Interpretive
Focus Focus ‘| Expressive
|
/
) /
£
Y
- .
. e
\
.
Totat
Percent




Percent

My ‘Iinterview Profile in an Actual Interview Date:

Interview Profile

Iinformation Coliection

Information Dissemination

t

100

90

70
60
50
40

30

- 20

10

/ .

Continue

Restricted-
Focus

L Exploratory-
Focus

Check

Declarative

Self-
Expressive

Interprefive
il

79




The Systematic Interview Programming Self-Assessment Guide
. Part 1 - Attracting The Inferviewee

When | mcde the appointment for the person | just intenviewed, | performed the following
behaviors . _

Yes No N/A . v
. 1. Considered carefully the mode of commumcchon (whether . ‘ .

phone, written, or in person) that was most cppropncte for the
! person being invited.

2. Considered carefully to whom the invitation was extended (inter:
vievgee, parents, guardian, spouse, efc.)

3. Made sure the person knew exactly who the interview was with.
I identified m?self and my agency/organization clearly.

$ 4. Informed the person of what would happen. | stated the type of

~ interview the person was being requested to comefor (i.e. thisis an v
8 ¢ 7 initial screening interview). ,

5. Informed the person of where the interview would take place. lwas
very precise’in stating the inteniew location.

$ Informed the person of how to get fo the intenview. | gave precise
ections of how to get to my location.

o . ' 7 IAnformed the person of when the interview would take place. Time
and date were included in the invitation. ~

> —— « 8. Informed the person of the general purpose or the why of the inter-
view. | stated exactly why the person was being extended an invi- -
tation (i.e., “To talk about how this agency may help you,”)

" 9. Encouraged the person to appear by presenting a personal rea-
TN ' son | stressed the benefits or advantages to the person of aftend-
A ing the interview. . @

. 10. Followed-up. | reminded the person of the interview just before the
EEER scheduled date. |
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The Systemahc Interview Programmung Self- Assessment Gulde
Part Il - Planning The Interview

Considering the inferview | just completed, | performed the following behaviors . . .

Yes No N/A
. 2
1. | developed a general.’game plcn" which gunded my activities
auring the interview. |

2. | had a systematic format which | followed when developing my
genercl ‘ggme plan.”

3. Whien formulating my plan, | focused both on the content of the
interview, such as fopics thatneededto be discussed, and process
or how | would-go about discussing those topics.

. | developed specific objectives for this inferviewee.
. | developed my interview objectives cnd’st?ategies in written form.

. | reviewed those objectives prior. to the interviewee amiving.

. linformed the interviewee of the interview objectives.

w ~N OO b

. | dllowed my general and pre-interview objectives to be moderat-
ed by moment-to-moment objectives thgt developed during the
_ course’ of the interview.

* 9. | did not become §o invoived in the content of forms that | missed
' what was really being communicated during the interview. | was
T aware ‘whct was happening with the interviewee and responded
appropriately.

10. I was flexible. | didnot ngldly and mﬂexnbly impose my “game plcn
on the interviewee.
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Yes

-~

No

* N/A

- The Systematic Interview Programming Self-'Assessnlenl Guide

Part Ili - Structuring The Interview Seﬁmg
Prior lo the interview | just completed | peformed the followmg behaviors .

. Amanged furniture so as not to have physical boniers between me

-

and the interviewee.

2. Had chairs of sqme or similar type and of equal height.

3. Mode sure the furniture was as comfortable as possnble

4. Controlled noise or distracting variables such as phone calls,

O O N O O

[e

knocks at the door, outside noise, etc.

. Provided a meeting place where confidentiality could be assured.
. Put away things | did not wish the person to see.

. Controlled temperature withinxthe interview setting.

. Controlled lighting within the interview setting: .

. Made sure the inteiview 'selling w:zz;\cessible.
+ 40.

Structured the interview time so th

'cier'llflime was allowed.to
achieve my objectives. :

& - »

S




’ : _ 1%. Looked at the person's facial expressions:

e

Interaction Techniques Self-Rating Guide .
Part | - Non-Verbal Behavior Check List
Durin"g the interview’just completed, | performed the following behaviors . . .,
Yes No N/A '

1. Put aside what | was doing.and gcve the mtervrewee my/full |
aftention. . .

. . 2. Established a proper cnd comfortcble distance between me and
/ - L the person.

* 3. Facéd the person squarely. Right shoulder apposite the person’s
T & ' left shoulder and left shaoulder opposite the person’s right. - \

4: Leaned or rotated my body toward the person.
5. Developed and maintained eye contact:  °,

..

~ = : . 6. Assumed cnd maintained an “open” posture by-avoiding crossing

.my Iegs folding my armms, etc.
7. Maintained a relcxed mcnne{r&nle cvordlng a ngrd posture
8. Refrained from mckrng distracting movemertts such as fidgefing.

9. Looked at-the person’s posmonlng. ’

=10. 'Looked,ct the person’s grooming.

L 11. Looked at the person’s level of activity.

i 13. Looked for feelings expressed by the inierviewee. . -

14.-Looked for patiems in the person’s non-verbal communication.

¢ 1\5.'Developed hypotheses based on my observations to be checked
. out with the mtervrewee ’ !

'i 6. Resisted iIntemal dlstrcctrons I listéned wrfh a clecrcnd open mind
and did not think*about extraneous things—

~
~

17. Initially suspended judgement.
18. Had goals fortistening.- knew exactly what | was Tistening for.

19. Listened to the actual words of the person that described the .
situation’ he/she was talking cbout whct he/she actialy’ saw,
heard, sensed, efc. . :

-

Te g ——=_ 20. Listened for a description of what the person, scrd to hrm/herself
about the situation. . B} ("\

—_ 24 lListened for the way the person felt.

22. Listenedfor the person's description of his/her behavioral actions -
in‘the situation; what overt action he/she dctually drd or did not .
perform. .

-
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. Listened for common thepes expressed by the person. ' S

. Listened for the person’'s motives or infentions in the situation.
.-Listened for the person’s majer area of concern.

. Listened to the persons tone of vorce volume |ntens|ty rapidify,

efc. 2

P

. Listened for any mconsrstendies in the person 'S communrcchon
. Communicated rfy oﬂemrveness with varied facial expressrons,

smiling, nodding head, hand gestures, efc. = L ra

. Waited before responding verbally. During this “wait period” |

systematically labeled, organized, and described to myselfwhat |
had observed and heard. For example, |, described in my own
mind, the event the person was talking gbout, what hé/she said to

him/herself about’that event, any feelings-experienced, and the -

ovett actions performed by the person whllef
major area of concem.

sing on his/her

I thought about the verbal response to make to the person and
chose the most facilitative one that would best help me achieve
my objectrves for the interview.

.2 : . -
.

» ¥




. £ : obs&rwing, Irsrenrng and frequently made verbal conhnue re-

s
14 -

Inierachon Techniques Self Raﬁng Gurde .
Part Il - Verbal Responding Check List . .
During theaintervier/v just completed, | performed the following behaviors . . N '
Yes No N/A ‘ ' “ - g

. B ¢
.{ 4 Opened the interview with an open-erped question or storement
rhot focused onthe goncems of the interviewee..

2. AIIowed rhe person as many alternatives for self-expression as
" possible iy making open-ended questions- and statements, re-
flecting my undersrondrng of what persorLsord and used short

. ) verbal responses. such as “uh-huh,” “yes,” efc. that encouraged
! L rhe.,person to contrnue rolkrng

3. Freery utilized open -ended responses such as explororory focus,
check, and continue respanses to build, strengthen, and maintain -
a positive relationship. €

S

a8

. 4. Avoid&d excessive use of responses that called for short quick,
¢ R *’rntervrewee responses that tend to curtail his/her perceptual field
i * and elaboration of topics.

2’ . 5. Conscrousry attempted to establish an edrly pot’rern ofresponding
. ] that facilitated the interviewee's expression and predominately
: . used the open-ended responses of exploratory-focus, check, and
continuéand avoided predominately using closed-ended ques-
.~ fions. '

A Communicated my aftentiveness, concem, and involverrient by
s . practicing the effective non-verbal techniques of positioning,

sponses. -

7. Avoided the use of questions as my only tool for gathering infor-
mation.

a3

. : '8>, Broke unproductive pauses with exploratory-focus and check
. desponses. s .

t4

s, 9.'Usgd (estricted-focus responses only to collect specific bits of
) required information or to appropriately narrow the area of dis-

. - . cugsion. .
3 . . 20 - .
. ? . N Oﬂen communicated my understanding of what the person was o

* " - saying with check responses.

1

. 41. Often communicated my. understanding of what the personwas

- 4 experiencing : .
\\' 12. Fréguently verbalized what | thought the person was communi-
: cating. / . ’
&
. l N
. A PR
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Aruitoxt provided by Eic:
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°

14.

15.
16.

7.

18.
19.

20.

*

Had a matter-offact cﬂutude and fone of voice when gwung objec- .

tive and factual information.

3

Used language the mtervuewee understood and avoi ed Jargon

and confusing termindlogy.
Avoided presenting too much information at “one shot .
Provided informationifi a welltimed fashion.

Made surethe interviewee understood the information | provided,
Used ‘supportive, §eﬁ-disclosure,_ etc. responses when called for.
Avoided giving inappropriate advice. ; o7

Avoided responses that communicated low levels of respect anal
negative regard.
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Intqnﬁaﬁﬁnpi;seminaﬁon Selt-AssessmentForm———

{ s

Dlrecﬁons . . ’ * ‘ ' S

R

The*irst elgnt iterps ‘are to be completed by you prior to the inferview. Simply list the infor- .
ation you warit fo give the 1nterv|ewee during the inferview. .
dhee of

JFollawing the interview check the cppropnote space to mdlccte your perform

each item. ' ' s 8

unng the mte'rview just corripleted | perfformed the followiné: E
‘ Yes . N’. N/A.‘ O.v |- ) —— . 3
oo - Ry
1. Informed the interviewee of

2. Informed the infervieweayof
- 3. Informed the interviewee of
4. Explainéd __
* 5. Explained ‘-

—
6. Gave the iritervie{ee the following information

-

. Gave the inténviewee the following informctién

LX)

=

. Gave the mt.ervnewee the follow:ng information

9. Made eVery effort 1o ensure that the mformchon I gave was for
the purpose of. promotmg independence and mvotvement

“0: Cqmmunlco?ed information at the mteMewees level of under-

2 2
stcndmg ¥ - o

11. Avoudedfpresentmg too much informdtion at “ong shot.”
12, Provided information in & welt-tvr;%ed fashion. ,

.
13. Mcde “suré the interviewee h nderstbod the tnfOrmotlon :
prowded

14:"Surnmcnzed the sugnlﬁccnt content of the intejview discussion as
tt‘te inferview cpprocched its end.

> . . l'

.

-

[

e e
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) Information Collection Self-Asse#smem Form L4
: Part | - Tépic Discussion :
Directions: , ' : ‘ Cf
Prior to the Intewview, list the Information Collection Topics you want to cover with the
s inferviewee. . e
Following the interview check the topics you actually disgussed.
.~ 'Discussed | Discussed Ii Discussed, Il
” T, s 3 [y -
o 3 — 1 1 1 N [
, 2 T2 =2
- * -
p - 3 — 3 _—3
P — 4, — 4 - — 4
_ 5 _— 5 —_5 7 v .
—_ 6 6 L6 ¢ .
_7 - —_—7 .
-8 BE— —t .
—9 9 — 9
. — 10 - 10 _—10 - .
Y, . . . ,
Discussed | Discussed 41 Discussed Il
¢ o .
=1 I 1
) -2 _2, -2
v—/ _3 -3 —_—3 -
. ° ° "" - - -
P — 4 S — 4 A .
-5 — 5. _5
6 6 6 !
, — —7 —7 /
’ ’ 8 8 Y . '
s * 9 _9 _— 9
( " - 610 _ A0 ‘ — 10
. ) N !
- L] 2 7-
F N - T o ° | ) ,
/ . -
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Information Collection Self-Assessment Guide .
R Part Il - COIIechonSine :
- - e During the interview just co;wwpleted | did the followmg
Yes  No N/A - | B .
’ !/

' 4. Reviewed all available preinierview information onthe interniewee
. . pnqr fo the inteview..

~ et 2. Followed a systematie plan that mcluded a Ilst of topics-fo be
T ' c . : dlscussed with the inteviewee. .

. Collected only that information WhICh helped me develop an
understcndmg of the person.

- + 4. Knew what mformchrohr‘jwcs importaht and what was. not.
5

W

1

. Avonded a “facts wit
cpprocch .

inimum medning" mfe\rmohon collechon

6. Explored the interviewee's feelings, actions, and thmklng tht
related to the facts being gathered. .

‘ 7 7. systematically explored all relevant topics in depth. ) <
- 8. Avoided a “shotgun" cpprocch ¢

&

. ~ L 9. Asked myself coven queshons that insured indepth explorationof .
</‘ : . topics. - )/~

10. Used questions in moderctiogi

&
) 44. Did not ask for informction‘which | already had. i
o 12. Remained fexible. - . e
gm' ‘\‘ . . - @ N
] ’ ' ~ ¢
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_Interaction Techniques Classification Form: Worksheet .
My Respohses in an Actuai Interview Date: !
. ' z 4 o
. ) - . Type of Response X N
Continue | Restricted | Exploratory- | Check | Déclarative | - Sett- Interpretive
- Foaus Focus Expressive
® N . ¢
N _
; _
? 3
1)
. ¢ , *
= 3 i
o ® s |
" ‘
LY . N
~ . \ ‘ y A
1 * M
” A »
° \
P Y 5 U ’
~ -
. ' A . -
. ’Q/ . N , -
A [»
— - 1
’ / 3 -
) /’ ’ '
) Vs w .
I/ "
I/ -
- — ( 1
- i » / P / / - - .
rd
LY N °
* ‘ L d
\ . 4 -
3 ~ - R ——
C\- ;_ i - - o v’ « ~ , - - - - —-—) >
' \ - - Tt ! " ' ‘ ’
Total | ' 17 . -
Pefceﬂf‘ ’ ' ) -
/“; . ¢ ‘*' . ' \ A i . "2’ . . . | ¢
o . - P . -f_ ) ~ . y”s < . . ° . - . -
* P r ‘l 82 ' -




- 4 4
e ’ i -
¢ ~ Interview Profile :
My Interview Profile in an Actual interview Date: !
. Percent > Information Collection . Information Dissemination
_ 100
90 - 3 - M &
80 . -
A 70 -
60 '
' : . J
50 o +
40— —— «
| 30- : -
-~ > a
. ' *
, 20
. . % . .
' 10~
i . . .
- . 0 “ -
. ' " | Restricted- |Exploratory-' : . - Séit )
A Continue | 72 Yovus T | Check [Dectarative| ' S | interprotive
. 2
¢ /l
-3 a~ : N L R
i . . . }
v t i [ ,‘. p . )
. —
¢ P-4
__P*" D A B - L .
‘ . . R - 5 }
: . l 83 » ‘ C ~ b
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