INTERVIEWER INSTRUCTIONS
· Take a few minutes to review the file before calling the client’s name
· Make sure it has been at least 30 days since the client’s last visit to Open Hands

· See if any information was asked for on the last visit (dependents SSNs, Oakland County ID, etc).
· Verify that client’s name and date of birth appear on the front of the file.  If they do not, please write them on the front of the file.
· Call the client’s name and introduce yourself to the client while walking back to the interview area (for confidentiality)
· Ask client(s)

· For any missing information

· To verify SSN and check against number written in the file

· For updates on

· Current address

· Employment situation (if unemployed, are they seeking employment?)

· Other people in the household
· Available transportation

· Available cooking facilities

· Any allergies, special needs, food likes/dislikes

· Enter current date on the log sheet along with detailed information on the interview

· Offer 2-1-1 hand-out if appropriate


NEW FILES – in addition to steps above





Get new file folder from check-in person.  The client’s name and date of birth will be on the front of the folder, and the file number will already be written on the tab.





Fill out the forms inside, asking the client for information to do so.  Note the names, ages, and SSNs of any other members of the household.  If the client did not bring the SSNs on this visit, ask him/her to bring them on the next visit in order to obtain food for the entire household.





Be clear that the client must present their ID at each visit and there must be 30 days between visits.





Follow above steps











