Project CrossWalk  - Project Steps & Screener Duties
PCW is contacted concerning a needy family or individual, via email or phone call.
PCW Staff member contacts the person to gather basic information; enters request into system.

Staff member contacts a Screener to request a project assessment site visit.

Screener will then:

Print the following from the website:   http://www.projectcrosswalk.org/
· Project Assessment Form (Excel) – both pages

· The Great News handout (Word or Adobe) – both pages (better if printed 1 page, front / back)
· Project CrossWalk brochure – describes the ministry
Contact the person, if possible, to arrange a time for the site visit.
Decide if a second Screener is needed for the visit (go as a pair)?
Become very familiar with Assessment Form questions to allow completion through normal 
    conversation instead of “question and answer” style.
Be prepared to set the right tone of the interview and assessment:

· Screener is the first face-to-face contact, representing Christ and His church first, PCW second
· Relaxed, compassionate, empathetic, based on the love of Christ

· Introduce yourself; explain that you are from PCW; give him or her a PCW brochure

· Explain PCW and how it works, the purpose of your visit – both physical and spiritual needs
· Explain you are there to completely understand and assess their request for help
· The information (form) will be given to PCW Staff, and communicated to local churches

· Some questions are personal – not trying to pry, but more info helps with assessment and prioritizing,
          and may improve chances of project adoption by a church group
· Stress confidentiality; ask if it is OK to share the information with an interested church

· Explain that the website project posting will include no names, addresses, etc; only project summary

· You are not making decision on if or when project will be done – churches make those choices later
Gather the essential info (top 4-5 lines of form), then just talk to the person about his or her need.

Fill in as much of the form as possible during conversation; ask any questions that were not answered.

Bottom 1/3 of form -  not questions to actually ask; just make best assessments possible.
If he or she does not feel comfortable about answering a question, don’t push.  Write “No Answer”.

Thoroughly assess “the project”, describing as many details as possible.

Dimensions, material descriptions, skills needed, tools needed, how many hours of work, etc.
Ask questions about their expectations to try to completely understand the need.

Put this information on Page 2 of Assessment Form.

Do not give any $$ estimates for repairs.  If asked, explain that PCW Staff or church will do that.

When finished, give them copy of The Great News handout (to read later).
Explain that if a church adopts the project, the team will want to discuss this information with them.

Ask if you can pray for them and the need; pray for them; ask God for His help in this process.

Ask if there is anyone else they know (friend, neighbor, etc) that might need PCW services?

If so, get the information to PCW Staff.  If possible, screen the new project, too.

Take completed form and do one of the following:
· Type info into Excel form (or scan the handwritten form) and email to PCW Staff

· Fax handwritten form to 903-892-0082
· Email or call PCW Staff and arrange for pickup or delivery of completed form

PCW Staff will prioritize the project, summarize, and post on website project page.
PCW Staff will follow-up with project requestor within 2 weeks, to advise of project status.
