[image: image1.emf]
Northern Kentucky Health Department

September 25, 2012
 Accreditation Site Visit Interview Tips

Key messages:
· Key messages are your main points. What do you want the site visitor to take away from the interview? Be sure to review the “Purpose” and “Significance” for each assigned Measure.
· Key messages are short and easy to understand. 
· Key messages should be thought of in advance of the interview

· Do: Repeat key message often; be brief, and offer support from personal experience for key messages

· Don’t: Forget to answer site visitor’s actual question (if the question is not related to a key message, try to work in key message); or let the site visitor put words in your mouth

“I don’t know.”

· If you don’t have the answer to a question, or you can’t release the information, be honest about that

· If you can, refer the site visitor to someone who may be able to answer the question
· Do not divulge any “confidential” or HIPAA protected information. Site visitors do not need this information and should not be burdened with keeping it confidential.
Preparing for interviews:

· Review the Standards and Measures for the Domains you were responsible for.

· Review the documents submitted for these Domains. 

· You have the opportunity to say your key message more than once, and you are not on camera, so it should be a little less intimidating

· Site visitors may ask same question multiple times—they are not pestering, just trying to understand
· Be flexible as to where the interview takes place based on the site visitor’s needs. You may be asked to attend at a different location or may be called from a different location.  

More tips:

· Relax…you are the expert.  Most site visitors are generalists and you are supplying them with the expert information

· Avoid acronyms

· Avoid hypothetical or “what if” questions - say something like, I can’t speculate now…

· Whatever you say could be used in the final report, so be aware of what you say at all times

· If the site visitor doesn’t ask about something that you feel is particularly relevant to the story, try to work that into your conversation. Site visitors may give you the opportunity at the end of the interview by asking, “Is there anything else I forgot to ask?”

· Make it easy for the site visitor to do his/her job! Have the proper information/statistics ready when the interview starts

· Be flexible!  And, be honest!
· “Have fun… this is your chance to ‘show off’ all of your hard work”

