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Instructions and Tips for Administration

The attached Intake Assessment (IA) Instrument was designed to assess a client’s pretreatment/pre-incarceration socio-demographic background, criminality, employment, and substance use/abuse.

The IA instrument has 6 sections:

· Section A - Background and Psychosocial Functioning

· Section B – Alcohol and Drug Use Background (Prior to Incarceration)

· Section C – Psychological Status

· Section D – Criminal Justice History

· Section E – Family and Health Related Questions

· Section F – Interviewer Comments

This instrument is a modified version of the Texas Christian University (TCU) Initial Assessment Instrument, which has been used extensively with criminal justice populations.  It provides information that can be used clinically as well as for research purposes.  This instrument will serve as one of the primary sources of data to describe the characteristics of Therapeutic Community (TC) provider clients.

General Instructions and Tips

  1.  Administer the IA instrument one-on-one.

This instrument was designed to be administered in a structured one-on-one interview.  It should not be self-administered.  Typically, this instrument can be completed in 40-45 minutes.

  2.  Introduce yourself and the instrument.

Take a moment to introduce yourself and the instrument.  Try to establish some rapport with the client.  Explain that the information provided from the interview will help properly assess the clients needs and ensure that he/she receives the services that will help him/her succeed in the program.

Do not say, “We need.”  Emphasize that, “This is for your benefit.”  
If the role of UCLA comes up in the interview, explain that UCLA is conducting an “evaluation study” that will help improve the program they are participating in as well as other similar in-prison programs.  Again, emphasize that this is all for their benefit.

  3.  Share the instrument.
When administering the instrument, arrange the seating so that the client is seated beside you (either on your left or right).  This will make it possible for him/her to read the questions and response alternatives along with you.  Do not interview the client across a table or desk, or in a manner that makes it difficult or impossible for him/her to see and read the instrument as it is being administered.

  4.  Take your time.

The estimated time it takes to administer the instrument is only an average.  Some interviews will go more quickly, others will take longer.  Do not rush the interview.  Take your time and be sure the client understands the questions and response alternatives.

  5.  Complete all questions.
Complete all questions in all sections.  Do not leave any questions blank.  Response alternatives for all questions are all-inclusive.  Thus, each question can and should be answered.

If the client refuses to answer a question, stress that the information is confidential and that it is necessary to fully and adequately assess their needs as they enter the TC program.  If the client still refuses to answer, note this next to the question with the notation “RTA” for “Refused To Answer.”  There is also a space at the end of the instrument to record any additional comments regarding the client’s refusal to answer (see #15 below).

  6.  Do not skip around.

Ask all questions in the order in which they are presented.  Do not skip around or ask questions on latter pages or in latter sections first.

  7.  Read the entire question.

Each question should be read in its entirety to the client along with all possible response alternatives.  When using the answer cards, be sure that the client can read the response alternatives.

  8.  Do not lead the client.
If the client has trouble understanding a question or the response alternatives, first restate the question only and allow him/her to respond.  If one of the response alternatives clearly matches his/her response, mark that response.  If they still do not understand, attempt to clarify the question or response alternatives by asking open-ended questions.  Be careful not to “lead” the client.

For example, Question 11 asks the client:

“Who were you living or staying with most of the time during the 30 days prior to your current incarceration?”

1.  ALONE

2.  WITH FAMILY OR OTHER RELATIVES

3.  WITH FRIENDS OR NON-FAMILY MEMBERS (non-institutional)

4.  OTHERS (Specify) ________________

Examples of leading questions that are not appropriate:

· “Did you live with your parents in the 30 days prior to your current incarceration?”

· “Did you live with friends for more than 15 days during the month prior to your current incarceration?”

Examples of questions that are appropriate:

· “In the 30 days prior to your current incarceration, who did you live with?”

· “How long did you live with them?”

  9.  Shaded and bold type = instructions to client.
All bold type in areas that are shaded represent instructions that should be read aloud to the client.

10.  Italicized type = instructions to interviewer.
All italicized type represents instructions for the interviewer.  Do not read these aloud to the client.

11.  Use answer cards only when instructed.
Italicized type in the instrument instructs the interviewer when to use an answer card.  Do not give an answer card to the client until instructed to do so.

12.  Beware of time frames.

Many of the questions in this instrument pertain to different periods of time prior to the client’s current incarceration (i.e., 30 days, 6 months, 12 months).  The time frames are clearly noted in the instrument.  Be sure that both you and the client are aware of the time frame that the question pertains to.

13.  Document answers only in spaces provided.

When a box or line is not available to record the answer or response, circle the appropriate response alternative.

14.  Clarify discrepancies.

Do not directly challenge the truthfulness of a client’s response.  If a client’s answer seems inconsistent with an earlier response, point out the inconsistency and allow him/her the opportunity to explain.  They will either be able to explain the discrepancy or will change one or both of the responses.

For example, if the client responds to Question 11 that he lived with family or friends during the 30 days prior to his/her current incarceration, but then responds to Question 12 that he/she was in program housing, ask him/her to explain the discrepancy.  

15.  Perform a final review.

It is very important that the interviewer devote a few minutes to quality assurance.  Before excusing the client, take a moment to review the instrument.  Have all questions been answered?  Did the client understand all the questions?  If you think the client did not understand a question, bring that question to the client’s attention.  Explain to the client that you are concerned he/she did not fully understand the question, or that you are concerned that they may have been having trouble with it.  Offer to help clarify the question.  If the client states that he/she understood the question, accept his/her answer and move on.

16.  Record your comments.

On the last page of the instrument (Section D, Question 12) is a box that asks for interviewer comments.  Use this space to record any comments, thoughts, or observations you think are relevant regarding the interview with the client.  The data program will only be able to record 100 characters, so please limit your comments to 20 words or less (this assumes an average of 5 characters per word).  Feel free to use abbreviations to communicate comments.

Examples:

“Client couldn’t read - trouble answering Q’s w/ answer cards.”

“Client appeared to be giving random answers – not taking interview seriously.”

“Client refused to answer Q11/SectC.”

17.  Initial the IA instrument.

Be sure to initial the line at the bottom of the last page of the instrument.  Your initials at this point serve as an indicator that the entire instrument was completed, that all questions were asked and answered, and that you performed a brief review to ensure the instrument was filled out completely and accurately.  In addition, data entry staff may need to contact you if there are any questions regarding a client’s response.  

Instructions for Cover Page

The cover page of the Treatment Intake Assessment (IA) Instrument contains coding that will be used to identify the client, the institution, the provider, and the interviewer.  Below are instructions for properly filing out the fields on this page of the IA instrument.

IMPORTANT: Items A, B, C, D, E, G, and I must be completed. 

A.  Client Name

Write the client’s last name and first name in the spaces provided. This item must be completed.

B.  CDC Institution Abbreviation

Enter the 3 or 4 letter CDC abbreviation for the institution. This item must be completed.

The abbreviation should be left justified in the spaces provided.  For example:

California State Prison, Los Angeles County is abbreviated “LAC,” and would be entered as follows:

CDC INSTITUTION ABBREVIATION: ……………………. |___|___|___|___|
Central California Women’s’ Facility is abbreviated “CCWF,” and would be entered as follows:

CDC INSTITUTION ABBREVIATION: ……………………. |___|___|___|___|

C.  CDC Inmate Number

Enter the client’s CDC inmate number.  This is a letter followed by 5 numbers.  This item must be completed.

D.  Provider Name

Enter the first seven letters of the name of your agency.  If your agency’s name is less than seven letters, enter the full name beginning in the first space (i.e., left justified). This item must be completed.

E.  SAP Provider ID

Enter the SAP provider’s 4-digit identification number. This item must be completed.

F.  Provider Client ID

If your agency assigns unique client ID’s, enter the client’s ID here.  If your agency does not assign unique client ID’s, leave this space blank.

G.  Date of This Interview

Enter the date this interview is taking place with the client. This item must be completed.

(Note: It will seldom be the case that the IA is administered on the exact same day that the client was admitted. More often than not, the IA is administered at some point after the client was formally admitted to the program. It is important that these two dates [Date of Interview and Date of Admission] be entered accurately.)
H.  Interviewer/Counselor ID

If the individual conducting this interview has an ID number assigned by the provider/agency, enter that ID number here.  Otherwise enter the interviewers initials.

I.  Date Client Admitted

Enter the date the client was admitted to the SAP. This item must be completed.  
(Note: It will seldom be the case that the IA is administered on the exact same day that the client was admitted. More often than not, the IA is administered at some point after the client was formally admitted to the program. It is important that these two dates [Date of Interview and Date of Admission] be entered accurately.)

Instructions for Discharge/Readmission Form

This form should be completed each time a client is discharged from the program.  This includes paroles (i.e., successful completions, full or partial), as well as removals for disciplinary reasons, inability to program, and/or institution initiated removals.

CDC Inmate Number – Enter the client’s CDC inmate number.

Inmate Name – Enter the client’s last name and first name. (Please note that only the inmate’s CDC number needs to be entered into the MIS database. The name will ensure that the discharge information is being collected and entered for the proper individual.)

Discharge

Date of Discharge – Enter the date the client was discharged (i.e., completed or removed) from the program.

Reason for Discharge – Enter in the code box the number of the response item that best describes the reason why the client was discharged from the program.  Circle only one response.  If Items 1 through 9 or 11 do not describe the reason why the client was discharged, circle Item 10 – Other and write a brief explanation in the box provided.  (Please note, however, that if Item 10 – Other is selected, the written explanation does not need to be entered into the MIS database.  Only the fact that Item 10 was selected needs to be entered.)

Is this client eligible for reentry into the program at a later date? – Circle either NO or YES.  Note that if the client is eligible for reentry, his/her removal is considered to be a temporary suspension/removal.  If the client is not eligible for reentry, his/her removal is considered permanent.

Was the client placed on “C-status”? – Circle either NO or YES.  Note that if the client paroled, went to court, or was removed from the SAP because he/she could not program due to medical or psychological reasons (i.e., response alternatives 1, 2, 6, & 8 above), answering YES to this question is not a valid response.

How many months was the client in the program? – Enter the total number of months that the client was enrolled in the program.  This should be determined based on the date he/she first entered the program or the date he/she was last readmitted to the program, whichever is more recent.

Readmission

Date of Readmission – If the client is being readmitted to the program, enter the effective date of his/her readmission. 
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