RCS OPP for CRS
EVALUATION PROCESS 
Guidelines to 

Client and Collateral Interviews

Issues that could affect conducting client interviews include such things 
as client work or activity schedules, or client behaviors.

The interview process includes both formal and informal interviews:

1. Formal interviews are structured interviews with sample clients, the service provider, staff, client family members or representatives, or other collateral contacts.

2. Informal interviews are general conversations or information gathering that may occur during any part of the evaluation process.

Follow up interviews to clarify issues raised during observations should occur as soon as possible after the actual observation.

A client’s family member or representative must always be interviewed if available.

Informal conversations and interviews with clients, client family members, and other collateral contacts should occur throughout the evaluation process.

Evaluators will use information from the evaluation preparation; client and home observations; informal discussions or interviews; and record reviews to help formulate additional interview questions and discussion topics with clients, the client’s family, and other collateral contacts.

In some circumstances, client interviews should not be done in private and evaluators should talk with the provider and staff to determine if such circumstances exist.  Evaluators should not attempt to conduct a private interview if doing so would pose a safety risk or it would have an adverse affect on the client.

Evaluators will contact RCS headquarters if an interpreter is needed to conduct a client interview.

Anyone present during a client interview must be approved by the client.

Record the interview on the Client Interview Worksheet. 
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