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[bookmark: _ra7dde6vh9ac]Interview Invitation In-Person - sent to a Core Partner willing to host a public interview
Dear [Name],
The National Weather Service (NWS) is conducting a post-event review to identify how communities used NWS products and services before, during, and after [event name]. We will use the information we gather to inform future outreach and messaging that will result in improved preparedness and outcomes.
We would appreciate your assistance by inviting members of your community to partake in a conversation so we can understand your community's perspectives on [event]. The conversation with members of your community will be no more than one hour, and participation is voluntary. Are you willing and able to invite and host an in-person meeting at one of these times? If not, please suggest a few alternatives that best accommodate your schedule.
· [Time option 1]
· [Time option 2]
· [Time option 3]
We are happy to answer any initial inquiries you and participants may have. Thank you so much for your consideration, and we look forward to hearing from you.
[Names] 
NWS [Event Name] PER Team

[bookmark: _x4h4u4e5yoj2]Interview Invitation Virtual - sent to a Core Partner willing to host a community interview
Dear [Name],
The National Weather Service (NWS) is conducting a post-event review to identify how communities used NWS products and services before, during, and after [event name]. We will use the information we gather to inform future outreach and messaging that will result in improved preparedness and outcomes.
To understand you and your community's perspectives on the [event], we would appreciate your participation by inviting members of your community to participate in a one-hour web conference call. Their participation is voluntary. The virtual conversation will take place on [DATE] at [TIME] via this [link].
We are happy to answer any initial inquiries you may have. Thank you so much for your consideration, and we look forward to hearing from you.
[Names]
NWS [Event Name] PER Team

[bookmark: _rap1lmo076g0]Draft Interview Confirmation Note - sent to a Core Partner willing to host a community interview
Once an interview is set, send a confirmation email with the discussion guide and a calendar hold. If the team is using a public survey, please include bullet 2 below, otherwise, please delete bullet 2.
Dear [Name], 
Thank you for agreeing to host and invite members of your community to a conversation at [date] at [time] in [location]. The discussion will last approximately one hour. I’ve attached a discussion guide to give you a sense of the topics we will cover. Ahead of that conversation I wanted to ask three quick questions:
Please reach out if any scheduling conflicts arise. I’m looking forward to our discussion,
[Names]
NWS [Event Name] PER Team

[bookmark: _mxjjzhrs2791]Draft Thank You Note - sent to a Core Partner who hosted the public interview
Dear [Name], 
Thank you for hosting our conversation about [event]. The entire team values the information we obtained, and we appreciate you making the time to be part of our post-event review.
As we discussed please pass along any additional materials or resources on [subject].
If your organization is willing to distribute a short survey to your stakeholders, this is the link along with some draft language and a graphic that could be shared via an email, digital newsletter, or social media post. 
The National Weather Service is seeking community perspectives on [event]. This 10-minute survey closes [date]. [Complete the survey now!]
Take Care,
[Names]
NWS [Event Name] PER Team

[bookmark: _7epn8gvuv33z]

[bookmark: _ld9hwvb0hc0t]Interview Guide - Community 
Prior to interviewing members of the public, customize this guide including the language in bold brackets. Questions that are bolded are considered core questions that should be asked in almost all interviews. 
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]. [Each team member should state their name and title]. We are part of the NWS [weather event] Post-Event Review team. This interview will help the National Weather Service better understand how its products and services are used on the ground during weather events. The interview will take about an hour 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 interview? May I please get a verbal consent that you agree to participate?
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.

Allow for participants to respond by briefly (5 seconds?) before proceeding.  

This interview has three major parts. First, we’ll start by talking about [event] itself. Then, we have specific questions about your Core Partners and the IDSS you provided them.  
Interview questions in bold must be asked. 
Interview 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: _qzfcymas8an3]Weather Event 
1. [bookmark: _zhlrkp63eqel]In a few sentences, tell me about yourself?
2. When and how did you first hear about [weather event]? 
If a participant cannot remember how they first heard about [weather event]:
a. How do you normally first hear of weather information?
Potential follow up questions if heard about it other than from NWS:
a. Which specific source, such as a news channel or social media platform, first informed you about [weather event]? 
3. What types of weather information and alerts did you rely on 5-7 days before the [weather event]?
Potential follow-up questions: 
a. What were the sources of those alerts and information?
b. Why did you need this information?
c. How did you use this information?
4. What types of weather information and alerts did you rely on 3-5 days before the [weather event]?
Potential follow-up questions: 
a. What were the sources of those alerts and information?
b. Why did you need this information?
c. How did you use this information?
5. What types of weather information and alerts did you rely on 48 hours before the [weather event]?
Potential follow-up questions: 
a. What were the sources of those alerts and information?
b. Why did you need this information?
c. How did you use this information?
6. What types of weather information and alerts did you rely on during the [weather event]?
Potential follow-up questions: 
a. What were the sources of those alerts and information?
b. Why did you need this information?
c. How did you use this information?
7. What types of weather information and alerts did you rely on after the [weather event]?
Potential follow-up questions: 
a. What were the sources of those alerts and information?
b. Why did you need this information?
c. How did you use this information?
8. How did your use of weather information change before, during, and after the event?
9. How accessible and clear were weather information and alerts during [weather event]?
Potential follow-up questions:
a. Were you aware of any problems accessing or understanding weather information in your community? 
10. How did the information that was available during the [weather event] compare to past weather events?
11. Was there any additional weather information you needed, but did not receive in a timely manner? If so, please describe.
12. What preparations or decisions did you make for [weather event], if any?
Potential follow-up questions: 
a. Why did you not make preparations? 
b. How have you prepared in the past?
c. How have you considered or discussed making preparations for weather events?
13. How much confidence did you have in the forecast during the [weather event] and how did that impact your preparations?
a. If you knew ahead of time that the forecast was 100% accurate, would you have done anything differently?
14. How did the [weather event] compare to what you were expecting?
15. In your experience of [weather event], were there particular groups in the community that were more impacted by the event than others?
Potential follow-up question:
a. What, if anything, did [organization] do to support these groups?
[bookmark: _ykz6p1ywvuaf]Wrapping Up
16. Is there any other question I should have asked or something else you would like to add?
17. Are there any questions you would like to ask me/us?

Thank you so much for your time and participation. On behalf of NWS, I want to thank you for taking the time for this discussion with me and my team. We really appreciate your time and hope you have a great rest of your day. 


[bookmark: _37j0pmufam2u]Core Partner Questions
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[bookmark: _phbgrj6k3dvb]
[bookmark: _flostq7tikr3]Core Partner Interview Invitation In-Person
Dear [Name],

The National Weather Service (NWS) is conducting a Post-Event Review (PER) to identify how communities used NWS products and services before, during, and after [event name]. We will use the information we gather to inform future outreach and messaging that will result in improved preparedness and outcomes.
We would appreciate your participation in a conversation to understand you and your organization’s perspectives on [event]. The conversation will be no more than one hour, and your participation is voluntary. Are you able to participate in an in-person meeting at one of these times? If not, please suggest a few alternatives that best accommodate your schedule.
· [Time option 1]
· [Time option 2]
· [Time option 3]
We are happy to answer any initial inquiries you may have. Thank you so much for your consideration, and we look forward to hearing from you.
[Names] 
 NWS [Event name] PER team
[bookmark: _ppwcgq64fb4w]

[bookmark: _2diy603n2hh]Core Partner Interview Invitation Virtual
Dear [Name],
The National Weather Service (NWS) is conducting a Post-Event Review to identify how communities used NWS products and services before, during, and after [event name]. We will use the information we gather to inform future outreach and messaging that will result in improved preparedness and outcomes.
To understand you and your organization’s perspectives on the [event], we would appreciate your participation by joining in a one-hour web conference call. Your participation is voluntary. Are you able to participate in a virtual meeting at one of these times: 
· [Time option 1]
· [Time option 2]
· Or another time that is convenient for you?
We are happy to answer any initial inquiries you may have. Thank you so much for your consideration, and we look forward to hearing from you.
[Names]
 NWS [Event name] PER team
[bookmark: _o492x6xmxtht]

[bookmark: _w2au5x9iulq4]Core Partner Draft Interview Confirmation Note
Once an interview is set, send a confirmation email with the discussion guide and a calendar hold. If the team is using a public survey, please include bullet 2 below, otherwise, please delete bullet 2.
Dear [Name], 
Thank you for agreeing to participate in a conversation at [date] at [time] in [location]. The discussion will last approximately one hour. I’ve attached a discussion guide to give you a sense of the topics we will cover. Ahead of that conversation I wanted to ask three quick questions:
1. Is there anyone else you suggest we contact for this Post-Event Review?
2.  Include this bullet only if the Post-Event Review includes a public survey, otherwise delete please. Is your organization willing to distribute a short survey to your members/community? If so, this is the [link] for the survey, along with some draft language and a social media graphic that could be shared via an email, digital newsletter, or social media post. 
The National Weather Service is seeking community perspectives on [event]. This 10-minute survey closes [date]. [Complete the survey now!]
3. Are there any public events occurring in [site visit location] from [site visit dates] that the team would be welcome to attend?
Please reach out if any scheduling conflicts arise. I’m looking forward to our discussion,
[Names]
 NWS [Event name] PER team
[bookmark: _le70usnvismi]

[bookmark: _dua3vuw3aehf]Core Partner Draft Thank You Note
Dear [Name], 
Thank you for participating in our conversation about [event]. The team values the information you provided, and we appreciate you making the time to be part of our post-event review.
As we discussed please pass along any additional materials or resources on [subject].
If your organization is willing to distribute a short survey to your stakeholders, this is the link along with some draft language and a graphic that could be shared via an email, digital newsletter, or social media post. 
The National Weather Service is seeking community perspectives on [event]. This 10-minute survey closes [date]. [Complete the survey now!]
Take Care,
[Names]

[bookmark: _c26tp13ujzl4]Interview Guide - Core Partners
Prior to interviewing Core Partners, customize this guide including the language in bold brackets. Questions that are bolded are considered core questions that should be asked in almost all interviews. 
FACILITATOR NOTES ARE IN ITALICS AND COLOR
These paragraphs must be read out loud:
1. Thank you for taking the time to speak with us today. Our names are [names]. This interview will help the National Weather Service better understand how its products and services are used on the ground during weather events. The interview will take about an hour 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 interview? 
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?

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.

This interview has three major parts. First, we’ll start by talking about [event] itself. Then, we have specific questions about your Core Partners and the IDSS you provided them.  
Interview questions in bold must be asked. 

Interview 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: _6b9ht11wq3i3]Warming Up
1. In a few sentences, tell me about yourself and what you do for [organization]. 
2. What is the role of [organization] when events like this occur? 
(If participant hesitates, prompt by saying: Just tell me whatever you think is most important about [organization] in 1-2 minutes.)
[bookmark: _lqvy6hhaxztb]Main Data Collection
3. When and how did you first hear about the [weather event]? 
If participant did not hear about the [weather event] at [organization]:
a. When and how did [organization] first start talking about the [weather event]?
If a participant cannot remember how they first heard about the [weather event]:
a. How does [organization] normally first hear of weather information?
Potential follow up questions if heard about it other than from NWS:
a. Which specific source, such as a news channel or social media platform, first informed you about the [weather event]? 
4. What type of weather information did NWS initially share with you about the [weather event]? 
Potential follow-up questions: 
a. How accessible and clear was the information from NWS?
b. Were you aware of any challenges obtaining information from NWS about the [weather event]?
5. What types of weather information and alerts did [your organization] rely on 5-7 days before the [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?
6. What types of weather information and alerts did [your organization] rely on 3-5 days before the [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?
7. What types of weather information and alerts did [your organization] rely on 48 hours before the [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?
8. What types of weather information and alerts did [your organization] rely on during the [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?
d. 
(If no:)
a. What is [organization]’s preferred source of weather information? 
9. What types of weather information and alerts did [your organization] rely on after the [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?
10. How accessible and clear did [organization] find the NWS weather information and alerts compared to other weather information? 
Potential follow-up questions:
b. Were you aware of any problems accessing or understanding weather information in your [organization] or community? 
c. How does the information that was available during [weather event] compare to past weather events?
11. Did [organization] have any contact, including virtual meetings, with NWS before, during, or after [weather event]? 
(If yes:)
a. Can you please briefly describe [organization]’s interactions with NWS?
b. Do you have any feedback for NWS?
c. How could NWS improve its interactions with [organization]?
d. How could NWS improve its support of [organization]?
(If no:)
e. Would contact with NWS during [weather event] have been useful to [organization]? If so, please describe the kind of contact that would have been useful.
12. Was there any additional weather information [organization] needed, but did not receive in a timely manner? If so, please describe.
13. What preparations or decisions did [organization] make for [weather event], if any?
Potential follow-up questions: 
a. Why did not [organization] make preparations? 
b. How has [organization] prepared in the past?
c. How has [organization] considered or discussed making preparations for weather events?
14. How much confidence did [organization] have in the forecast during the [weather event] and how did that impact your preparations?
a. If you knew ahead of time that the forecast was 100% accurate, would you have done anything differently?
15. Did [organization] provide any communications or services to the community during [weather event]? (Or: What were the responsibilities of [organization] during [weather event]?)
Potential follow-up question:
a. How (what media?) did [organization] communicate?
b. How did these communications or services vary before, during, and after the event?
c. What types of communications did [organization] provide?
d. What types of services did [organization] provide?
e. How has [organization] supported the community during similar weather events in the past?
16. How frequently did NWS provide information for you to share with the public about the [weather event]? 
Potential follow-up questions: 
a. Did NWS specify what information to share with the community? If so, what information?
17. How did your [organization] report on the [weather event]? What were the challenges in communicating accurate information to the public? 
Potential follow-up question:
a. How did these communications or services vary before, during, and after the event? 
b. What types of communication did [organization] provide?
18. How does the information that was available during the [weather event] compare to past weather events?
19. How do you generally use information from NWS in your reporting to the community? 
What improvements could be made to help the media more effectively disseminate weather-related information to the community?
20. In your experience of [weather event], were there particular groups in the community that were more impacted by the event than others?
Potential follow-up question:
a. What, if anything, did [organization] do to support these groups?
Wrapping Up
21. Is there any other question I should have asked or something else you would like to add?
22. (As appropriate:) We are exploring the concept of conducting participant observations and were wondering if you are aware of any events that may be taking place this week related to the [weather event] or [weather event type] in general.
23. Are there any questions you would like to ask me/us?
24. (As appropriate:) As part of this research study, we have created a short, 10-minute survey to obtain information from community members regarding their experience with the [weather event]. Is your organization willing to distribute a short survey to your stakeholders? If so, we will follow up with a link for you to forward.

Thank you so much for your time and participation. On behalf of NWS, I want to thank you for taking the time for this interview with me and my team. We really appreciate your time and hope you have a great rest of your day. 



