GIT In-class FIELD Training Agenda
Rev. 8/2008


CAPI Version in-class training (generic)
(See Facilitator’s Guide and “So You Want to Do a GIT” process document for more information.)

 Day 1                                                                       						

	
Session
	
Time
	
Topic
	
Learning Objectives
(During this session, the learner will…
	
Notes
	
Tools

	0
	7:00-9:00pm

	Registration
	• receive laptop
• have ID picture taken
• complete hiring 
  paperwork
	Registration may also occur in the morning before a regional raining
	

	1

	8:00-8:30am(30)
	Welcome & Warm Up
	• be presented with the 
  learning objectives for GIT
• have actively participated 
  in an ‘ice breaker’ session
• feel the tone is set that 
  allows them to learn, risk 
  and succeed
	Large Group*
	PPT+DDU

	2

	8:30-9:10am(40)
	Orientation
	• review Interviewer 
  Handbook
• learn about 
  administrative/ human 
  resource responsibilities
  as a U-M employee
	Large Group
	PPT+DDU

	3

	9:10-9:55am(45)
	GIT: Components of Interviewing

(Jeopardy game)
	Have the following concepts reinforced in an interactive exercise:
• question asking
• the three types of 
  clarifications
• the use of Q x Qs
• the purpose and methods 
  of probing
• neutral feedback and the 
  related rules

	Small Groups
(Each group broken into 3 equal teams.)


	PPT+DDU 
Probe Card
Jeopardy handout

It is suggested that a “host”, a scorekeeper and someone to run the computer be assigned to each small group.


	4

	9:55-10:15 (20)
	Hardware 
Introduction
	• be shown the laptop
  components and
  characteristics (and 
  practice on their own)
	Small Groups
	PPT+DDU
Laptops

	
	10:15-10:30 (15)
	Break
	
	
	

	5

	10:30-12:00 (90)
	SurveyTrak

	• be given an overview to 
  SurveyTrak
• practice navigating in 
  SurveyTrak using the 
  transfer tab, address tab, 
  etc. functions
• practice launching the
   interview application
	Small Groups
	PPT+DDU
Laptops

‘GIT 2005’ SurveyTrak practice project on EVERY computer.



	
	12:00-1:00 (60)
	Lunch
	
	
	

	     6

	1:00-2:00 (60)
	Call Records, Result Codes & Call Notes


	• understand components 
  of a call record
• review use of result codes • understand components 
  of a good call note
• practice assigning result 
  codes and writing 
  appropriate call notes 
  (homework)
	Small Groups
	PPT+DDU
Core Result Codes
Result Code exercise

	7

	2:00-2:20 (20)
	eMail
	• understand Outlook 
  downloaded email
• understand email 
  do’s/don’ts
• compose email to trainer

	Small Groups
	PPT+DDU
Laptops

	8

	2:20-2:45 (25)
	Sending and Receiving 
	• understand the proper 
  use of dial-up and high 
  speed connections
	Small Groups
	PPT+DDU
Laptops




	
	2:45-3:00 (15)
	Break
	
	
	

	9

	3:00-4:00 (60)
	CAPI:
Blaise Basics

	• become familiar with
   Blaise screen layout
• practice navigating in a 
  Blaise instrument
• become familiar with the 
  components of a (Blaise) 
  interview
• be able to suspend and 
  complete a suspended 
  interview
	Small Groups
	PPT+DDU 
Probe card

	10 


	4:00-5:00 (60)

	Round Robin
(part 1)
	• practice entering 
  information into a (Blaise)
  interview and managing
  the call wizard
	Break-out Groups
	Scripts & instructions for RR leaders
Laptops
Probe cards
Question cards

	11

	5:00-5:15 (15)
	Day 1 Wrap-Up
	• have reviewed the 
  objectives of today’s 
  session
	Small Groups
	





Day 2 

	
Session
	
Time
	
Topic
	
Learning Objectives
(During this session, the learner will…
	
Notes
	
Tools

	
	7:00-8:00am
	Computer Hands-On Practice Session (HOPS)
	Field Help Desk staff available for technical support
	HOPS may be held in the evening alternatively.
	Laptops

	12

	8:00-8:15am(15)
	Day 2 Welcome & review send/receive
	• be presented with the 
  learning objectives for 
  the day
• Questions from day 1

	Small Groups
	

	10
Cont’d
	8:15-9:15 (60)

	Round Robin 
(part 2)
	
	Break-out Groups
	Scripts & instructions for RR leaders
Laptops
Probe cards
Question cards


	13

	9:15-9:35am(20)
	Sampling 
	• be introduced to the
  concept of survey 
  sampling (Household
  selection, eligibility,
  etc.)

	Small Groups
	PPT+DDU



	14

	9:35-10:00 (25)
	Interviewer Support:  Field Help Desk & 800 Line
	• understand the role and
  hours for the Field Help 
  Desk
• understand 
  communication with the 
  800 line service
• CCP Introduction

	Small Groups
	PPT+DDU

	
	10:00-10:15 (15)
	Break
	
	
	

	15
	10:15-10:30 (15)
	Time & Expense Reporting

	Introduction to Tenrox
	Small Groups
	Access to the internet
for presenter

	15
Cont’d

	10:30-12:15 (105)
	Time & Expense Reporting
	• practice how to enter 
  time in Tenrox system
• practice how to enter 
  expenses
• understand how to
  submit receipts for 
  reimbursement
	Break-out Groups
	PPT+DDU
Access to the internet in RR groups

During break, make sure computers are set up and ready. 


	
	12:15-1:15 (60)
	Lunch
	
	
	

	16

	1:15-2:30 (75)
	Professional Interviewer Doorstep Introductions
	• understand the concept 
  of good first impressions
• practice giving 
  introductions
• understand the 
  importance of setting
  and keeping 
  appointments.

	Small Groups
	PPT+DDU
Laptops

	17

	2:30-2:50 (20)
	Safety
	• be introduced to the 
  important concepts for 
  interviewer safety

	Small Groups
	PPT+DDU

	18

	2:50-3:30 (40)
	GIT Summary & Completion 


	• have reviewed the 
  objectives of today’s 
  session and other GIT 
  concepts
• have demonstrated 
  their knowledge in the
  final assessment
• be prepared to continue
  on to study specific 
  training
	Small Groups 

	Assessments
Certificates
(Project training materials)





*Large Group:  
The entire group of trainees (if possible) is together for these activities.

Small Groups:	
Community groups of 15-20.

Break-out Groups: 
Smaller groupings of 5-8.
