Second Orientation Meeting Facilitator’s Agenda

(Agency Leadership Team and Supervisors’ Overview)

Purpose:   The second meeting will focus on a review of the case sampling and case selection process, preparations for the QSR onsite review, and logistics of the QSR onsite review.   

	Section and Timing
	Key Concepts
	Resources Used

	Section I. Welcome and Introductions

5 minutes 
	Introduction of the State Site Leads and Local Site Leads
Review Agenda

	State and Local Site Leads

	Section II. Case Pool and Sample/Over Sample Selection
15 minutes
	Preparing the pool of cases for review
Sample/Over Sample Selection

Preparation of the case files for reviewers

	State and Local Site Leads
QSR Manual Appendices 
QSR Manual – Sections VIII and Section IX 

	Section III. QSR Onsite Review Preparation
1 hour
	Review of paperwork (letters, releases, interview schedule, timelines, etc.)
Identification of case participants for interviews (6-12 interviews per case are suggested)

Consideration of language, culture, travel and other barriers when scheduling interviews

Contacting families and case participants for interviews

· Call the family and explain the purpose of the QSR.  Ensure willingness to participate (This is an opportunity for them to provide us feedback about the services they have received and their experiences with the agency. We value their input because it will help us to improve how we do our work with families).

· Scheduling of parent/child interviews in the family home, if they are agreeable.

· Ask the family if they have suggestions about who should be interviewed.

· Discuss consent forms to release information.

Contact service providers/extended family/child to set up interviews.  
· Explain the purpose and the process of the QSR.
· Send introductory letters via mail/fax.

· Follow-up with phone calls to schedule interviews.

· Discuss consent forms to release information.

· Send letter to confirm appointment time.

It is important to share that the contents of interviews are kept confidential.  Interviewers are gathering information from each person to form an overall picture of the case.  
Individual’s comments will not be shared with the agency but will be used to help the reviewers get an overall view of the work with the child/family. 

Be sure to consider location, travel time, work hours, etc. when scheduling interviews.

	State and Local Site Leads
QSR Manual – Sections IX, X, XI, and XII
QSR Manual Appendices



	Section IV. QSR Onsite Logistics
35 minutes


	Rooms for all reviewers to convene in, rooms for focus groups and/or key stakeholder interviews, rooms for QSR interviews with interviewees
Speakerphone access for telephone interviews (suggested availability is from 8:00am-8:00pm daily throughout the week)

Reviewer access to case files

Technology / IT staff available for assistance; Discuss availability of Internet/Wi-Fi access
After-hours access to building/office

Arrangements/considerations for parking and security

Availability of local accommodations for reviewers

Lunches, snacks and beverages for reviewers (optional)
	State and Local Site Leads
QSR Manual – Sections IX, X, XI and XII
QSR Manual Appendices

	Section V. Wrap-Up and Closing

5 minutes


	Check for questions

Identify next steps
	State and Local Site Leads
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