Protocol for Scheduling Interviews

Superintendents:

1. Donna Oberg and Mary Snodgrass send letters from Kathy Lambert, Chair of the BOH committee.
2. Donna and Mary follow up with phone calls and emails to schedule appointments with the superintendent or their designee.
3. Donna and Mary send reminder emails, copies of the simple interview script and copies of the school district policies to the superintendents/designees the day before the scheduled interview.

4. Donna O sends list of appointments to NUTR 531 students.

5. Students complete interviews (contact information for superintendents at: http://courses.washington.edu/nutr531/BOH2008/School%20District%20Contacts.doc
Nutrition Services Administrator/Child Nutrition Administrator

1. Students get names by starting with contact information as above, check on the district’s web site to verify names and contact information.

2. Students send introductory emails to each administrator.  Letters to include in the emails are provided on class project web site.  
3. Wait 2 days and call administrator to request an interview right then, or schedule and interview.  Leave voice mail and or message with receptionist to ask for a return phone call or email for scheduling.  Or work directly with receptionist/secretary to schedule phone call.

4. If no response to the phone call send another email in 2-3 days.

5. If no response to phone call send another email in 4-5 days.

6. Students send reminder emails with copies of 1) the simple interview script and 2) the school district’s policies the day before the interview is scheduled. 

Health Education Coordinators & School Board Members

1. Students get names as collected during Superintendent Interview. 

2. Students send introductory emails to each coordinator and school board member.  Letters to include in the emails are provided on class project web site.  

3. Wait 2 days and call to request an interview right then, or schedule and interview.  Leave voice mail to ask for a return phone call or email for scheduling.  If no response to the phone call send another email in 2-3 days.

4. If no response to phone call in 2-3 days send another email.

5. If no response to phone call send another email in 4-5 days.

6. Students send reminder emails with copies of 1) the simple interview script and 2) the school district’s policies the day before the interview is scheduled. 

