Sample Data Collection Assignments—Extended Approach    

 [Constructed using a Word table – For a project conducted over a period of weeks or months]
Our Audit Question: 

	Team members: 



	Date Range
	Activities to Complete:
	Audit Team Members            Assigned
	Completed

	Month 1

[dates]
	Observations:
	
	

	
	
	
	

	
	
	
	

	
	Focus Groups: [See Section 3 of Logistics Guide regarding role of team members]
	
	

	
	
	
	

	
	
	
	

	
	Interviews:
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Debriefing: 
	All
	

	
	
	
	

	Month 2

[dates]
	Observations:
	
	

	
	
	
	

	
	
	
	

	
	Focus Groups: 
	
	

	
	
	
	

	
	
	
	

	
	Interviews:
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Debriefing:
	All
	

	
	
	
	

	
	
	
	


Repeat as needed over the course of the Audit

[SAMPLE] Our Supervised Visitation Center Audit – Data Collection Assignments 

	Team 1:

Team 2:

	Praxis consultant: 


	Date Range
	Activities to Complete:
	Audit Team Member            Assigned
	Completed

	September 1 to September 30
	Focus Groups:
	
	

	
	1 focus group with custodial mothers
	
	

	
	1 focus group with non-custodial mothers
	
	

	
	1 focus group with non-custodial mothers
	
	

	
	Observations:
	
	

	
	2 Supervised Visitations – one child and multiple children
	
	

	
	3 Supervised Exchanges
	
	

	
	Interviews :
	
	

	
	1-2 Supervised Visitation/Exchange Monitors 
	
	

	
	1 Bicultural/bilingual Monitor
	
	

	
	1 Non-supervisory monitor
	
	

	
	Debriefing meeting: Tuesday, September 30, 2:00 to 4:00 pm CST

(Praxis will join via conference call)
	All
	

	
	Observations:
	
	

	October 1, to October 31
	Custodial parent Intake/orientation 
	
	

	
	Non-custodial parent Intake/orientation
	
	

	
	Child Intake/orientation
	
	

	
	Parking areas
	
	

	
	Front Lobby/reception area/NCP and CP waiting areas
	
	

	
	Interviews:
	
	

	
	Intake/orientation staff
	
	

	
	Reception/administration staff 
	
	

	
	Debriefing meeting: Monday, November 3, 2:00 to 4:00 pm CST

(Praxis will join via conference call)
	All
	


SAMPLE [Similar schedule developed for each phase of data collection]

Any County Audit Interview and Observation Schedule

Data Collection Phase 1: July through August

Our first Debriefing Meeting will be September 1st, 9:30-Noon in the Police Department first-floor conference room. Please complete assignments and come prepared to discuss what you learned.


Focus Groups: [See Section 3 of Logistics Guide regarding role of team members]
If you have been assigned to observe one of the focus groups, please check in with the Audit Coordinator to obtain the date, location, and special instructions.

Observations:


Observe at least one day (1:30 pm -3:30 pm) of the Judge’s rotations; two days if you can. Our goal is to observe all of the judges during the course of the Audit. Please refer to the revised court schedule you received at the team training. The July-August rotation includes (1:30 daily, Rm A):

Judge ABC:  
July 23-August 12

Judge DEF:    August 13 - August 26

Text Interviews:


Please contact the designated person to schedule your interview as soon as possible. If there is a *next to your name, I’ll get you the form or other document you will be interviewing that person about. The other forms are in your training binder (Tab2) OR were handed out at the training.  


How to prepare:


1. Review the Interview & Observation Tips (behind Tab 2 in binder)

2. See the training binder for descriptions of observations (Tab 5,  p.73) and text interviews (Tab 5, p.59) 

3. Read the assigned text for the interview ahead of time

4. Bring to the interview:

a. A copy of the form or other document you’ll be conducting the interview around

b. Information sheet to leave behind with the person you interview (if not another team member). A copy is attached to this schedule.
c. Worksheets with reminders about what to ask about and listen for: text interview is at Tab 5, p. 65; observation worksheets are behind Tab 2. With the text interview you can take notes right on your copy of the document.

	Audit Team Member
	Form or other text to interview
	Interview/contact person

	1. Carrie Connors
	Bond sheet, Prisoner control record, Jail release form

	Terrie Taylor - ###-####

	2. Mary Meyers *
	Spousal Assault Risk Assessment Form

Community Corrections intake form

	Jeri Johnson - ###

	3. Nancy Nabor
	LSI Interview Guide

Community Corrections intake form

	Brad Brown - ###

	4. Helen Olson
	Order for pre-trail conference

	Carrie Catt - ###

	5. Andy Anderson
	Community Corrections Case Management Plan

	Jim Johnson - ###

	6. Pearl Chang
	Prosecutor’s Office Victim Intake Packet

Request to Lift No-contact Order
 
	Deb Dean - ###

	7. Joan Parker
	Jail booking card completed by law enforcement
	Howard Hanson - ###
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