	
	
	



Continuous Improvement Planning Name
This document will provide a prospective interviewer an easy to fill in script to assist in interviewing. The introduction of the script is very important because it is an opportunity to discuss the scope of the After-Action Report (AAR), the reason for the interview, and specifically why the interviewee is being interviewed. During all phases of an interview, including the introduction, content, and the conclusion, the interviewer must maintain flexibility in an interview setting to develop trusting relationships and opening lanes of communication. Using this script and the Standard Interview Questions document, personnel should be able to successfully conduct interviews and gather the information necessary to begin developing an After-Action Report.
Collection script template
[Date]

Collection is the process of gathering data and other information that will inform the After- Action Report (AAR). Common collection methods can include, but are not limited to, direct observation, hotwashes, interviews, feedback forms, surveys, and document reviews. This document serves as a template script for conducting interviews. Further information, including tips and tricks, can be found in the Best Practices Guide Document. 

Overview
A typical interview will last approximately 30-60 minutes, during which time the interviewer will be able to ask approximately 5-10 questions. Interview styles and specifics can vary depending on the individuals and the context, but a typical interview may be comprised of 2-3 introductory questions, 3-4 topic-specific questions, and 2-3 closing questions. The content of the questions and the intent of the interview is driven by the collection priorities specified in the Collection Analysis Plan (CAP).

Introduction Tips
During the interview introduction, it is important to:
· Thank the interviewee for their time;
· Introduce yourself and other team members in the room;
· Discuss the scope of the AAR and the interview;
· Specify to the interviewee why you are talking to them; and
· Specify the length of the interview.

Introduction Script
 “Thank you for your time today, [Name]. My name is [Collection Team Member Name] and I am a [Job Title] from [State, County, or Local EMA or Agency]. [Introduce other team members in the room]

[Jurisdiction/Department/Agency Name] is conducting an after-action review (AAR) for [incident information], which involves taking a systematic look at the [response and recovery efforts] to identify and document strengths, areas for improvement, potential best practices, and mission critical issues. 

To do this, we are working to collect information through various methods, including through interviews with those involved in [response and recovery] efforts. To that end, we are going to ask you a range of pertinent questions to help us understand the event. We ask that you be as forthcoming as possible and – remembering the goal of this review – if there are other Subject Matter Experts (SME), data sources, or considerations we should incorporate, please let us know.
 
While we are taking notes, we want you to know that nothing you say will be attributed directly back to you. However, your role in this disaster may be referenced so readers can fully understand the working relationships between the personnel involved in the [response/recovery] efforts. 

We want to reiterate that we are looking for both strengths and areas for improvements, and not looking to identify individual fault in any way. We are simply working to understand what happened to improve the [response/recovery] objectives of future events. 

This interview should take approximately [XX] minutes. Before we begin, do you have any questions for us?”

Potential Interviewee Questions
What happens to the information collected?
· Collected information is used to assess key areas of importance for [Jurisdiction/Department/Agency Name] to inform ongoing operations, future decision-making, and institutional knowledge.
· The information also informs the AAR for issue resolution and comparison against other AARs for the identification of trends across strengths and areas for improvement.

Is the feedback confidential?
· The information that you share with us is non-attributional, and your name will not appear in the AAR. However, we may share your position title to provide context on relationships and interactions during the [response/recovery] process. In some cases, that is enough for someone to identify you. Therefore, if there is something that you would not be comfortable telling a supervisor, you may not want to share it.
What is your objective?
· We are not looking for problems to report or finding someone to blame; rather, we are collecting this information to identify strengths and novel practices that should be institutionalized, and areas for improvement that could benefit from corrective action development, monitoring, and evaluation. Our primary goal is to brief incident leadership on practices that have worked as well as practices that can be improved.

Sample Questions
Sample Introduction Questions
· What is your name and position?
· How were you involved in the incident?
· How did you first learn about the incident?
· Who did you work with most during the incident?
· 


· 
Sample Closing Questions
· What was the most successful part of the incident response/recovery?
· What was the least successful part of the incident response/recovery?
· Is there anything additional that you think we should know? 
· Is there anyone else who we should interview?
· 
Conclusion Script
“Thank you for your time and participation in this interview. The information you provided will be incorporated into other information obtained during our information collection process to serve as the basis of our AAR. We are in the beginning stages of the process and expect to release a draft AAR [timeline]. In the meantime, can we reach out if we have any follow-up questions?” 
