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[bookmark: _bwqdh3b0u8su]Sample 1: Outreach to a community organization to reach individuals located in an impacted neighborhood
Dear [Name],
Greetings. I am part of a National Weather Service (NWS) team visiting [location] to conduct a Post-Event Review (PER) of [event] that occurred on [event dates]. We will be conducting [interviews, surveys, and focus groups] to understand how your community used NWS products and services before, during, and after the [event]. We believe it is important to hear about the experiences of residents who live in the area. I wonder if you could help with my planning. 
Given your role at [organization], I would like to ask for your assistance in the preparation for my visit. Namely, I would like to conduct a focus group with (ideally) 6 to 10 residents during the week of [site visit dates]. The group would last approximately [60-90] minutes, and we can conduct it at whatever location is most convenient and appropriate. 
Would you be willing to have a brief phone call with me on [date] so I can understand whether this might be feasible, and to get your recommendations for next steps? Thank you so much for your consideration.
[Name]
[event name] PER Team
[bookmark: _xnrljvt6vlec]Sample 2: Outreach to a facility administrator to reach residents of a housing community
Dear [Name],
Greetings. I am part of a National Weather Service (NWS) team visiting [location] to conduct a Post-Event Review of the [event] that occurred on [event dates]. We will be conducting interviews, surveys, and focus groups to understand how your community used NWS products and services before, during, and after the [event]. I wonder if you could help with my planning. 
Given your role, I would like to ask for your assistance in preparation for my site visit. Namely, I would like to conduct a focus group with (ideally) 6 to 10 residents during the week of [site visit dates]. I am especially interested in meeting with your residents. The group would last [60-90] minutes, and we can conduct it at whatever location is most convenient and appropriate. 
Would you be willing to have a brief phone call with me on [date] so I can understand whether this might be feasible, and to get your recommendations for next steps? Thank you so much for your consideration.
[Name]
[event name] PER Team
[bookmark: _4xhx2fwqx5a]Sample Information for Contacts to Assist in Recruitment 
As appropriate, attach the focus group flyer that appears in the Attachments to this note.
Dear [Name],
Thank you for your willingness to help identify and recruit participants for a focus group of [population] related to the [event]. How you can help:
Announce the focus group to your members/constituents, either via email, social media, or during your next meeting or event. Feel free to modify the following language: 
The National Weather Service (NWS) is the federal agency responsible for providing weather forecasts, warnings about hazardous weather, and other weather-related products to organizations and the public. I have been contacted by a member of the NWS who is interested in speaking with people who experienced [event]. They have asked us to share experiences in a group discussion. These are the details to join that discussion: 
Date and Time: [Proposed date and time]
Location: [Venue name and address] 
Duration: Approximately [60-90] minutes
Please let participants know that this is an opportunity to contribute to meaningful research that could inform future planning and response strategies, and their input will be kept confidential. We are also happy to provide a summary of our findings to all participants involved.
Thank you in advance for your consideration and assistance.
[Name]
[event name] PER Team
[bookmark: _wyklxihd84z4]Focus Group Protocols
Customize this focus group including the language in bolded brackets. Questions that are bold are considered core questions that should be asked in almost all focus groups. 
[bookmark: _81f48v1skc2d]Welcome, Introduction, and Consent
FACILITATOR NOTES ARE IN ITALICS
These paragraphs must be read out loud:
Thank you for taking the time to speak with us today. Our names are [names]. This focus group will help the National Weather Service better understand how its products and services are used on the ground during weather events. The focus group will take about two hours and focus on your experience with the [weather event], especially related to weather information and alerts.  
Your participation is voluntary. You are welcome to skip or decide not to answer specific questions. You may also stop participating at any time. Your responses to questions will be reported in aggregate form only, meaning only key themes and recommendations will be reported. No personal identifiable information will be shared and nothing you say will be attributed to you. If you have questions about the study, you may contact [NWS contact person] at [contact phone number and email]. Do you consent to participating in the focus group? 
Be sure to obtain a verbal consent from each participant. Notetaker should also document this in the notes. Allow the participant to ask any questions at this point.
Before we begin, I'd like to request your permission to audio record this conversation. Please be assured that the recording is solely for note taking purposes only, we just want to ensure we capture all of your insights accurately. Furthermore, upon the conclusion of our project, all recordings will be securely destroyed. 

May I have your verbal agreement to proceed with the recording?

Be sure to see if everyone agrees or does not agree to audio recording. If they refuse the recording, you may proceed with the interview.

Before we begin, do you have any questions or comments for me?

PRA Burden Statement:
We estimate that this focus group will take 60-120 minutes on average. Send comments regarding this burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to NOAA, (Jamie Enderlen, jamie.enderlen@noaa.gov). This collection has been approved by the Office of Management and Budget (OMB). The eight-digit OMB approval number that appears at the upper right of this page confirms this approval. If this number were not displayed, we could not conduct this focus group.
Pause to allow time for questions.
[bookmark: _inp1pur2e0az]Explain Ground Rules
Now I would like to just share a bit more about our discussion today. I know that each of you has your own perspective and experience to share, so I’ll just ask that you respect others’ opinions. Since there are a number of us together, I’ll also ask that we try to have one person speak at a time. Most importantly, I would like you to keep the information you hear today confidential. I want everyone to feel that they can speak freely.
Focus Group Facilitation Tips:
· Allow for long pauses after you ask a question to let the participant think.
· Ask follow up questions if warranted.
· Do not interrupt participants.
[bookmark: _e1x8m9lwgt6]Opener/Icebreaker
Let’s start by hearing who is in the room today. We can go around the room and each of us introduce ourselves and [choose an icebreaker. Examples below]:
· Tell us one thing you love about living in this community.
· What’s your favorite kind of weather and why?
[bookmark: _kyvqf8j3pgma]Core Questions
Tailor questions to fit the nature of the event and the population of the focus group using the additional questions section below.
1. I would like to start by understanding [event] better. Tell me a little bit about your experience during [event]. How did it unfold for you [personally/ professionally]? Anyone can start. 
2. In the days leading up to [event] how much did you know? 
a. How far in advance did you know about it? 
b. What did you know in advance? 
3. What were some of the decisions you made leading up to and during the [weather event] for yourself, your family, or others in your community? 
a. What did you do to prepare for the [weather event] ahead of time?
b. What actions did you take during the [weather event] to keep yourself, your family, or others safe?
4. How did you use weather updates and forecasts during the event? 
a. How did you change plans or routines in your [household/workplace]? 
5. Thinking back to [event], who or what source was the main way you learned about the [event]? 
a. (If prompt needed) Such as a news station, school or employer, specific weather websites or applications, or other sources. 
6. How did you primarily access that information?
a. (If prompt needed) Such as a smart phone, television, newspaper, or other method.
7. Did you have any challenges accessing the information you needed about [event]? 
a. What would have been different if you had [better/faster/more detailed] information? 
8. Was there anything about the event you did not anticipate?
9. Now I would like to know, are there certain groups of people that did not get access to information they needed or had a particularly difficult time in [event]?
a. Why do you think they did not get information? 
10. Based on your experience, how do you think communication could be improved in the future? 
a. For example, was there any information you would have liked to receive, but did not?
[bookmark: _cq6mvhctsvju]Wrapping Up
[bookmark: _r643xefa6yn3]Thank you very much for your time today. Your responses will be gathered along with others to understand how communities use NWS products and services before, during, and after a weather event. If you have further thoughts you wish to share, please reach out [to email.] If you are willing to distribute a short survey to others, please let me know before you leave. I can provide more details. 
[bookmark: _u368rje10umc]Potential Additional Questions for Specific Groups
The following are a series of specific questions that can be asked of specific groups. NOTE – the PER team does not need to complete a focus group with every sample group listed below. Rather, these are intended to provide guidance to the Facilitator to tailor the discussion to the individuals in the focus group. There may be individuals in the focus group that represent multiple sample groups listed below, and that is ok. The Facilitator should prepare the questions from the list below they deem most appropriate for the individuals recruited into the focus group.
Residents in selected areas
· How did the event impact your home, family, or daily life?
· Were there any specific challenges you faced during the event? How did you address them?
· How could local authorities or organizations have better shared information to support you?
Specific sub-community groups
· How did the weather event affect your community specifically?
· Were there any cultural or language challenges in accessing weather information or support services?
· What could be done to ensure that weather-related information is more accessible and appropriate for people from different sub-communities?
Populations of concern
· How did the weather event affect you and your household? Were there any specific challenges you faced?
· What kind of information did you receive during the event? Was it adequate?
· How could weather information and services be improved to better serve [identify group characteristic]?

Core Partners
· What types of weather information and alerts did [your organization] rely on 5-7 days out, 3-5 days out, 48 hours out, the day of the event, and post [weather event]?
Potential follow-up questions: 
a. What were the sources of those alerts and information?
b. Why did [your organization] need this information?
c. How did [your organization] use this information?

Business owners
· How did the weather event impact your business?
· What steps did you take to protect your business before the event? How effective were they?
· What kind of weather-related information would have been most helpful to you in making decisions?
Health and social service providers
· What were the main health and social challenges your organization encountered during the event?
· How did you use weather information to prepare for and respond to the needs of higher-risk populations?
· What additional information would have improved your ability to provide care and support?
Community organizations (including faith-based)
· What were the key challenges your organization faced during the response efforts?
· How did weather information guide your actions and coordination with other agencies? With members of the community?
· What recommendations do you have for improving communication between response organizations and weather services?
Educators and school administrators
· How did the event impact your school or educational activities?
· How did you use weather information to make decisions about school closures or safety procedures?
· What could be done to better inform schools about preparing for and responding to weather events?
Environmental and conservation groups
· How did the weather event impact the local environment and conservation efforts?
· How did your group use weather information to protect natural resources?
· What environmental considerations should be better integrated into weather forecasting and alerts?
Emergency management agencies
· Can you walk us through your preparation for the event? What were the key challenges?
· What weather information was the most useful in preparing for the event?
· How did real-time weather information influence your decisions?
· What additional resources or information would have enhanced your ability to respond?
Local government officials
· How did your office coordinate the response to the event? What were the biggest challenges in managing the situation?
· How effective were the existing communication channels with the National Weather Service and other agencies?
· What communication changes or improvements would you recommend based on your experience?
Water resource management agencies
· How did the weather event impact local utilities and infrastructure?
· How did you use weather forecasts and information to protect services?
· What additional weather-related data or services would have been beneficial?
Broadcast media
· How did you report on the weather event, and what were the challenges in communicating accurate information to the public?
· How did you use weather information from the National Weather Service in your reporting?
· What improvements could be made to help the media more effectively disseminate weather-related information? Are there specific improvements to help reach members of the community who may not have regular access to broadcast media?


