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DNA Template 3.1 – Suggested Interview Questions  
This template provides a series of suggested questions that could be asked during a DNA interview. The questions should be tailored for each DNA and used to guide and facilitate a discussion. 
Tailor, delete and add to the areas and questions suggested to meet the purpose of the interview. Please note, this is not an exhaustive list and the questions asked will depend on the purpose.
	Participant:
	Insert the name of participant or interviewee.

	Interviewer:
	Insert the name of the person conducting the interview.

	Purpose:
	Insert the purpose of the interview.

	Confidentiality:
	Insert the degree of confidentiality. Describe how the data will be used and who will have access to it.


	Area 1: Understanding of CDEM and the role

	a. Describe your business-as-usual, or non-CDEM role (where the CDEM role is not full-time).
b. Describe your CDEM role. What do you see as the purpose and responsibilities of this role? 

c. Describe the relationship between your two roles? For example, do you have skills, knowledge and attributes required for your non-CDEM role that are transferable to your CDEM role?

d. How long have you been appointed to this role? How many times have you performed this role, either in an emergency or an exercise?
e. What is your understanding of civil defence emergency management in New Zealand?

f. What is the ratio of time and commitment between the roles?


	Area 2: Motivation

	a. What motivated you to take on your CDEM role?

b. What do you enjoy most or find easiest about this role? 
c. What do you find least enjoyable or difficult about this role? What are the sources of frustration? What challenges or barriers do you encounter?

d. How are you encouraged or motivated by others in this role?

e. What would or does demotivate you in this role?


	Area 3: Expectations

	a. Do you feel clear about the responsibilities of your CDEM role? Why/why not?

b. Has someone set clear expectations about your CDEM role? Are these realistic and achievable?
c. Describe the feedback you get in this role, e.g. is it timely, specific, accurate, constructive?

d. Has your CDEM role been formalised in some way, such as a job description? If you have a job description, how closely do you feel the expectations in it match the actual expectations placed on you in this role?


	Area 4: Management and support

	a. How are you supported in your non-CDEM role to fulfil your CDEM role and responsibilities?
b. Does your manager understand your CDEM role and responsibilities? Are you well-supported to perform this role?
c. How much time can you realistically afford to devote to your CDEM responsibilities?

d. How are you supported by your peers or colleagues? What support do you need?


	Area 5: Effective performance

	a. What are your strengths in this role? What are your weaknesses?

b. Describe what you would see if someone was performing this role really well (listen for skills, knowledge and attributes, as well as behaviours).
c. In what ways does the team operate effectively? Could this be improved and how?
d. What (common) mistakes do people make in this role? Why do you think these mistakes are made?

e. Describe the resources, equipment and information available to you to support you to perform this role. In what ways are the adequate or inadequate?


	Area 6: Skills, Knowledge and Attributes

	a. What experience does a person need in this role?
b. What does a person need to be knowledgeable of in this role?

c. What technical skills are required? What other skills are required?

d. What attributes will make someone more effective in this role?

e. What skills do you think you need further support or development? What knowledge do you think you need further support or development?


	Area 7: Professional development

	a. What induction were you given to introduce you into your CDEM role?

b. What professional development, including training, have you been provided? Are development opportunities available?
c. What professional development do you think you need to become more effective?

d. Where would you like further support or development? What are you immediate development priorities?

e. What thoughts or ideas do you have about the best ways to address your development needs?

f. What aspects of your work would you personally like to improve?


When interviewing senior people, or conducting a Group-level DNA, include questions from this level.

	Area 8: CDEM Group context

	a. What are the goals and objectives of the CDEM Group?

b. What are the issues that need to be resolved? What are the impacts of these issues?

c. What are the immediate CDEM Group priorities and challenges?

d. What are the anticipated future CDEM Group priorities and challenges?


Ensure your questions cover a range of possible factors in the workplace environment that may be affecting performance.

	Area 9: Workplace environmental Factors

	Direction
	Opportunity
	Motivation

	Do people know they need to do it? Are they given the direction to do it?

Are expectations clear and consistent? 

Are expectations achievable?

Is adequate management and leadership support provided?

Are there clear and measurable performance standards?

Is relevant information communicated or accessible?

Is great performance role modelled?
	Are people given opportunities to do it? 

Do they have the time? Is workload too high? Is there a capacity issue?

Do people have the right resources and equipment?

Is the physical work environment adequate? 

Do SOPS, policies, systems, processes and procedures support desired performance? 

Are people empowered to take ownership of their work or to make decisions?
	What are the barriers to motivate people to do it? Are there incentives? 

Are there positive consequences for good performance? 

Are there negative consequences for poor performance? 

Is adequate feedback provided?

Do people value the desired results and performance?




� Refer to the relevant CDEM Competency Framework role map for information about the skills, knowledge and attributes required to perform the role.
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