CFCLI
Federal & Community Agency Interviews Guidelines

FEDERAL INTERVIEW:
The Federal Agency Interview is a team project.  Members of the team select a Federal Agency head to interview.  Select a Federal Agency from an Agency not represented on the Federal Agency Panel, or in the class.
A written summary of the interview is due at the March 19th class (3 copies).  This written summary is the basis for a 15 minute team presentation, also scheduled for the March class.  This oral presentation should include visual aids and involve all members of your team.
Please let Mike Goin know of any special equipment you will need to conduct your presentation at least two weeks before you give your presentation.
COMMUNITY (NON-PROFIT) INTERVIEW:

The Community Agency Interview is an individual assignment.  Select a community agency in an area of interest to you and set up an interview with the President or Executive Director.    
A community agency is a non-profit organization (501(c)3 operating in the Greater Cleveland Metropolitan area.  Please do not select an agency with which you are already affiliated.
A written summary of the interview is due on the date of your presentation (3 copies). This written summary is the basis for a 10 minute presentation.  Visual aids will not be permitted for this presentation (including PowerPoint).
Please provide the name of the agency you would like to interview to Nola Bland and Shawnee Fox, for approval, before the December 18th class. Selections will be determined on a first-come-first-serve basis. 

INFORMATIONAL INTERVIEWS – Both Federal and Community
The length of the informational interview should be 30 minutes to one hour.  Ensure that 1) the informational purpose of you interview is clear; 2) interviews begin timely and do not exceed the agreed upon duration; and 3) for Federal Agency interviews that all individuals participate.

Interview Questions

Your interview protocol should consist of a few core questions designed to solicit the information sought, with appropriate follow up questions for exploring interesting angles.  A few well thought-out questions will also make it easier to keep the interview within the designated time limits.  You may choose to share your questions ahead of time to help facilitate the interview and make the most of the time that you have.  Feel free to ask for and to follow up on other individuals or information sources that could further inform or assist you in achieving your objectives.

The following guidelines might prove helpful in developing your protocols:
1. A brief overview of the organization, its mission, vision, size, location, strategic priorities, short-term challenges, long term challenges.

2. A brief bio of the Agency head.  How did he or she become the head of a Federal or Community agency?

3. Identify and describe the Agency’s relationship with the greater Cleveland area community, any outreach initiatives, and any roles the agency plays in community programs/activities. Why are community relationships important and how do they help the Agency? What does it take to build successful community relationships?
4. What does it take for the Agency head to successfully meet the challenges at their agency?  
5. Any advice, encouragement or other thoughts for the CFCLI participants as they pursue leadership roles in their own agencies and in the community.

6. Name one thing to be used on you Leadership Development Plan (LDP)

WRITTEN REPORTS – Both Federal and Community
The written report should be typewritten and 3-5 pages (double spaced; 12 pt. font) in length.  Please make 3 copies to handout to Program Directors prior to your presentation.  
The following format is recommended:
Include the name(s), date, time and location of the interview.

Title – Leadership interview by: (Team information)
I. Interviewee: Name, Agency, Agency address, Agency phone number.

II. Brief Overview of the Agency

III. Agency Objective

· Include the Mission Statement and/or Vision Statement

IV. Brief Biography of the Agency head – how he or she became the leader

V.       Agency Accomplishments


      -
Include any Community Initiatives, Outreach, Partnering

VI. Agency Head’s Leadership Style and Philosophy
· How they approach challenges at their Agency

VII. Agency Head’s acquired wisdom to CFCLI

