Key Leader Interview Guide
Purpose of the Interview:
Engage membership club leadership to encourage smoke-free hospitality for staff and members, review the advantages and process of smoke-free policy with membership club leaders, offer support and materials to aid approval of smoke-free policy for buildings and events of the club.
Process for Setting up Interviews:
Make mutual connections. Chances are you know someone who knows someone. Having the mutual connection will help break the ice. 
Develop a list of private membership clubs and current officers.  Have someone who can make the mutual connection contact a potential interviewee such as an officer or known member of the club, if possible.  Request a one hour meeting to complete the interview.  At the time the interview is being scheduled, provide the interviewee with the following information:
· Refer to them as sir or ma’am constantly, until they indicate otherwise
· Be polite
· Name and purpose of your organization (take your partner page from TPC website)
· If there is a mutual connection, mention it if it has not already been established
· Explain the clubs are considered vital to community and civilian services for our veterans and a place for citizens to come together as good neighbors.
· Give the time needed for the interview (approximately 45 minutes) and the number of questions (12).
· Explain that specific answers given in this interview are confidential and will be used to improve the coalition’s efforts to reduce tobacco use.
· Ask if they have any questions at this time.
Preparing for the Interview:
· Gather state and local data on smoking as well as smoking among military personnel and veterans.
· Copies of basic facts on the burden of tobacco use in Indiana (county data is helpful here; use county page on TPC website).
· Have detailed information about other posts that have adopted smoke-free policies
· Fact sheet on 2012 U.S. Surgeon General’s Report on tobacco and youth as well as talking points about the report
· Have Quit Line Information available for club staff and members, as well other cessation resources
· Prepare how you will respond to challenges
· Bring a business card
· Arrive early
· Dress appropriately (Refer to cultural competency webinar material
· Have a brief pitch ready and be prepared to tell them why they should consider working with you


Key Leader Interview Questionnaire
Date of Interview: ____________________________________
Is this a:
· Military / Veteran Club
· Community-based Philanthropic Club
· Faith-based Club
· Other ____________________________________ 
List name of Club:
Address, city, zip:
Contact Information:
Name of Interviewee: __________________________________
Position/Title: ________________________________________
Name of Interviewer(s): __________________________________
Begin the interview:
“Good morning/evening/afternoon sir/mam. I/we represent ________________________________ Coalition.  As I explained on the phone, our interview today is to gain a better understanding of membership clubs, how they are governed and to discover if our coalition and this club have common goals to improve the health of veterans or members of this club.  As a key organization supporting veterans who serve the country and our community; as a key organization that practices philanthropy for the citizens of our community, we value your input and greatly appreciate your taking the time to meet with me/us, sir/mam.
One of the common goals we find with all adults in communities is that we share a wish that our young adults and children do not start their lives with tobacco.  We, as a coalition are doing everything to help Hoosiers quit tobacco use, as well.
If you don’t mind sir/ma’am, I would like to begin.
1.  Could you please tell about your membership, numbers and general profile (age range, open to public, family events)?
2. What are common goals that you share as club members?  
3. How are these goals determined?
4. What goals do you set for service in and for the community?  
5. How are community action goals determined?
6. What services do you provide to your members?
7. What percent of your members use tobacco products, smoking or spit tobacco?
8. Do you currently have a policy for tobacco use in your building(s) or for events?
9. Can you describe your membership drives and success recruiting new members to your club?
10. What is the single most important benefit your members receive as part of __________ Club?
11. What events do you offer to members only and what are open for public participation?
12. If you could survey your members to get a better understanding of their social needs for the club, would you be willing to conduct such a survey?
13. We know from surveys conducted in Indiana that 80% or more of tobacco users would like to quit using tobacco.  Would you be willing to keep information on hand to assist your members who would like to quit using tobacco?  1-800-Quit Now
14. Are there other thoughts you would like to share?  Are there other members we should talk with about our efforts to reduce tobacco use in _____________ City/County?
Thank you sir/ma’am for taking the time for this interview.  If you have additional questions or concerns, I can be reached at ___________________________________________.
Also, we have an information folder, with a copy of a survey which was taken in other clubs and Indiana.  Other clubs found the survey useful to determine membership opinions and you may find the survey valuable as well.  Again, I would be glad to answer additional questions, and if you would like, when we complete a few more interviews, I would love to review, anonymously of course, answers given by other club leaders.  Would that be something you would like, sir/mam?  Thank you, again, sir/ma’am.  If you wouldn’t mind sir/ma’am I would like to contact you in a couple of weeks. I have enjoyed our discussion today, sir/ma’am.
 
