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[bookmark: _Toc207725170]Key Informant Interview (KIIs) Invitation Email to NG State-level leaders
TO: NG State-level leaders   
FROM: NGB CARES Team
CC: ngbrapideval@norc.org, SAPRO POCs
SUBJECT: Interview Request: First Line Leader Program Rapid Evaluation 
Greetings,
The National Guard Bureau (NGB) is conducting a process evaluation of the National Guard CARES First Line Leader (FLL) program. FLL is a monthly, unit-level leadership development program that aims to address harmful behaviors while enhancing protective factors.
We recognize that this is a new program that is not yet fully implemented across the National Guard. The DoD Sexual Assault Prevention and Response Office (SAPRO) and NGB have identified FLL as a prevention program that could benefit from a rapid process evaluation to understand how each State National Guard views the potential of the FLL program. 
Your perspective is critical to evaluating the FLL rollout. 
We would like to schedule a brief individual or small group interview with State leadership regarding the FLL program. This 30-45-minute interview is designed to learn more about State-level awareness, perspectives, and plans related to the FLL program. Information identifying interview participants will not be shared with other States nor included in the evaluation report. Aggregated evaluation findings will only be used by NGB to better understand how to improve FLL and its benefits to Service Members.
We are aiming to schedule interviews within the period of [TIME PERIOD]. To participate, please reply to this email with which of the following days and times best works for you:
1. Month/Day/Time block/Local time zone
1. Month/Day/Time block/Local time zone
1. Month/Day/Time block/Local time zone

While we aim to complete interviews during the timeslots offered, we will seek to accommodate your schedule during this [two/four-week period]. Please let us know if you need alternative options. 

If you have any questions about the interview or the evaluation, please contact [NGB CARES Team POC email and cc: ngbrapideval@norc.org].

Respectfully,
NGB CARES Team

Additional Details:
· The DoD Sexual Assault Prevention and Response Office (SAPRO), in collaboration with the National Guard Bureau (NGB), has contracted NORC at the University of Chicago (NORC) to conduct a rapid process evaluation in support of the First Line Leaders (FLL) training.
· If you have any questions, please contact the NORC project team at ngbrapideval@norc.org. For additional information about the project and NORC’s role, please visit the project page at norc.org, a non-government website.Participation is confidential (no names or identifying information from responses will be recorded in the evaluation report).
· No compensation or incentive will be provided for your participation.
OMB Control Number: 0704-0644, Expiration Date: 03/31/2029
[bookmark: _Toc207725171]Email Confirmation for KII Date/Time to NG State-level leaders
TO: NG State-level leaders   
FROM: NGB CARES Team
CC: ngbrapideval@norc.org, SAPRO POCs
SUBJECT: Confirmation: First Line Leaders Interview [ENTER DATE]

Greetings [TITLE/NAME],

This is confirmation that your interview about the First Line Leaders (FLL) program is scheduled for: [INSERT MONTH, DATE, TIME, TIME ZONE]

At the scheduled start of the interview, access the Microsoft (MS) Teams meeting by clicking this meeting link: [INSERT LINK]

If you need to reschedule this meeting, or if there are any issues with logging into the meeting, please reach out to ngbrapideval@norc.org. Thank you for taking the time to participate in this important process evaluation!

Respectfully,

NGB CARES Team

Additional Details:
· The DoD Sexual Assault Prevention and Response Office (SAPRO), in collaboration with the National Guard Bureau (NGB), has contracted NORC at the University of Chicago (NORC) to conduct a rapid process evaluation in support of the First Line Leaders (FLL) training.
· Participation is confidential (no names or identifying information from responses will be recorded in the evaluation report).
· No compensation or incentive will be provided for your participation.
· If you have any questions, please contact the NORC project team at ngbrapideval@norc.org. For additional information about the project and NORC’s role, please visit the project page at norc.org, a non-government website.
OMB Control Number: 0704-0644, Expiration Date: 03/31/2029
[bookmark: _Toc207725172]MS Teams Troubleshooting Language for the Body of the Teams Meeting Invite 
Teams Meeting FAQs
· Join a meeting in MS Teams via a web browser.
· Use the MS Teams link and password provided above to join the interview. The link is also provided in the calendar invite for the meeting. 
· If there is a computer audio issue, you can dial into the interview by phone at (XXX) XXX-XXXX) for assistance with troubleshooting.
· Browsers supported by MS Teams
· The following browsers are recommended when using Teams: Microsoft Edge (Chromium-based) and Google Chrome. Other browsers have varying degrees of support and may have issues if used. 
· Alternatively, you can join the interview using the Microsoft Teams app for a mobile device or tablet.
· The MS Teams app can be downloaded for Android, Windows, Mac, and iOS. Clicking the link in this email will open the Teams app.

