
 
 
 
 
 
 
 

Supplementary Materials For 
Centralized Stormwater Repository 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Table of Contents 
 

Appendix 1 - Research Criteria Matrix 3 

Appendix 2 - Example of Interview Questions 4 

Appendix 3 - Interview Criteria Matrix 7 

Appendix 4 - Combined Matrix of Interview and Research Criteria 7 

Appendix 5 - Coalition Criteria Survey Results 8 

Appendix 6 - Repository Evaluation Rubric 15 

Appendix 7 - Repository Evaluation Matrix 19 

Appendix 8 - Housing Matrix 19 

Appendix 9 - Hosting Matrix 19 

Appendix 10 - Development option Matrices + weighting system 19 

Appendix 11 - How to review Forms 20 

Appendix 12- List of Emails for Workstudy 22 

Appendix 13 - Uploading Workflow 23 

Appendix 14 - Vetting Process 25 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Appendix 1 - Research Criteria Matrix 
See Excel file names “Research Criteria Matrix” on project site page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Appendix 2 - Example of Interview Questions 
 
Preamble: 

We are a group of students from Worcester Polytechnic Institute’s Water Resource 

Outreach Center. We are conducting this interview to learn more about the MS4 Permit and 

related information to help us develop a centralized repository of resources for the Massachusetts 

Statewide Municipal Stormwater Coalition (MSMSC). This project is being conducted in 

collaboration with the MSMSC and we appreciate your assistance. Your participation in this 

interview is completely voluntary and you may withdraw at any time. By completing this 

interview you consent that any information given can be used in our research. Please let us know 

if you would like us to keep your identity confidential. If interested, we are happy to provide you 

with our data from the interview as well as the final results at the conclusion of this study. If you 

have specific questions about this research please feel free to contact us at: 

mwroc18mmswc@wpi.edu. You may also contact our WPI project advisor, Corey Dehner, at 

cdehner@wpi.edu. 

 
Read this to provide additional background information about project: 

 

Before we actually begin the interview, I would like to take a moment to talk about our project a 

little bit so you have an idea of what we hope to achieve by the end. 

 
Our project is to design and develop a centralized stormwater repository for the Statewide 

Stormwater Coalition.  We are simply designing the container that will hold materials that will 

be uploaded by the Coalition.  We’ve developed a list of criteria already that we believe are 

essential to the success of the repository . A few other things that we need to consider like who 

 



will house the actual repository and maintain it.  But yeah, that’s a brief summary of our project, 

do you have any questions for us. 

Creating a Rapport: 

 
1. How did you get into this field? 

2. How did you first get started and involved in the Central Massachusetts Regional 

Stormwater Coalition (CMRSWC)? 

 
 
MS4 Permit Questions: 

 
1. After talking to Fred Civian, we understand that one of the biggest concerns of the new 

Permit is that it is extremely detailed and more specific compared to the 2003, could you 

talk a little bit about this? 

2. Due to it being more detailed how do you plan on overcoming the financial strain of the 

permit? 

a. How do you plan on getting money from the town? 

3. How do you think you will plan on meeting the requirements? 

4. Are there any other additional concerns you have regarding the MS4 permit? 

5. Due to this increased specificity of the MS4 permit, it creates even more financial strain 

and difficulties in terms of workforce to work towards compliance for some 

municipalities.  Could you speak more on this topic? 

 
Repository Questions: 

 



1. Could you talk about the difficulties communities are currently facing in terms of finding 

information? 

a. How do you think a centralized repository may be helpful? 

2. If we were able to produce an ideal repository, how would you envision it? 

a. For example, what are some key characteristics you would like it to include to 

make searching for information much easier or to have it look more appealing or 

possibly have an events calendar or news update. 

b. We’ve also talked to other members of the Statewide Coalition and they talked a 

lot about user interactions, is this something you would like to have in the 

repository? 

Housing 

1. One of the big topics we have to consider in our project is how the repository will be 

housed and who maintains it. This is a very hard topic for us but we’ve discussed as a 

group that it may be best for the MassDEP to host such a large repository.  Do you have 

any thoughts on this or even other suggestions about how the repository can be housed? 

 
Conclusion: 

1. As we move forward with our project, do you have any final recommendations you 

would like to give us about how we should go about designing and developing the 

centralized repository? 

a. Do you have any other people you would suggest talking to? 

 
 
 
 

 



Appendix 3 - Interview Criteria Matrix 
See Excel file named “ Interview Criteria Matrix” on project site page 
Appendix 4 - Combined Matrix of Interview and Research Criteria 
See Excel file named “Combined Matrix of interview and Research Criteria” on project site page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Appendix 5 - Coalition Criteria Survey Results 

 



 



 



 



 



 



 
 
 
 
 
 
 
 
 
 
 
 

 



Appendix 6 - Repository Evaluation Rubric 

 

 



 

 



 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
Appendix 7 - Repository Evaluation Matrix 
See Excel file named “Repository Evaluation Matrix” on project site page 
Appendix 8 - Housing Matrix 
See Excel file named “ Housing Matrix” on project site page 
Appendix 9 - Hosting Matrix 
See Excel file named “Hosting Matrix” on project site page 
Appendix 10 - Development option Matrices 
See Excel file name “ Development option Matrices” on project site page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Appendix 11 - How to review Forms 
1. Access the MS4toolkitWS@gmail.com 
2. Open the submission email 
3. Review the data and see that it is filled out properly 
4. If so, download the material attached to the email 
5. Go to Google Drive 
6. Open the Accepted Submission Forms on the Drive 
7. Upload the Material by dragging and dropping or locating on computer 
8. Fill out the form 
9. Once complete, press “Send” 
10. All results from form will automatically be uploaded to the “Materials that require vetting” 

Spreadsheet in the Drive, found in the “For Advisory Board” folder. 
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Appendix 12- List of Emails for Workstudy 
MS4ToolkitWS@wpi.edu  

● Email alias 
● Owner: Corey Dehner 
● Sends emails to MS4ToolkitWS@gmail.com 

 
MS4ToolkitWS@gmail.com 

● Username: MS4ToolkitWS@gmail.com 
● Password:  
● Owner: The Work study Student 
● Ownership must be transferred whenever work study student changes by sharing 

username and password 
● Google account used to create and manage google drive to review submitted materials 
● Send emails to MS4Toolkit@wpi.edu 

 
MS4Toolkit@wpi.edu 

● Email alias 
● Owner: Corey Dehner 
● Must be updated whenever the advisory board changes 
● Sends emails to email address of individuals on the advisory board 

 
MS4Toolkit@gmail.com 

● Username: ms4toolkit@gmail.com 
● Password:  
● Used for being an administrator on WordPress 

○ Administrators can add more users and subsequently make them administrators 
○ Administrators can directly edit and upload materials to the WordPress 

● Used for accessing the Advisory Board Google Account if needed 
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Appendix 13 - Uploading Workflow 
How to upload materials to the Wordpress Repository 
 

1. Download the approved materials 
2. Go to https://ms4toolkitma.wpi.edu/  
3. Log in 

 

 
 
 
 

4. Access the admin dashboard 
5. Click or Hover over Classified and Directory Plug in tab 
6. Click “Add new” to upload new materials to repository 

 

 

https://ms4toolkitma.wpi.edu/


 
 

7. Fill out uploading form and all relevant information 
a. Ignore Contact Details 
b. Ignore Images if not applicable 
c. Ignore Video if not applicable 
d. Ignore author 

8. Click “Publish” when complete 
 

 
 
 
 
 
 
 

 



Appendix 14 - Vetting Process 
1. Someone completes the “submit materials here” form 

a. This form automatically sends to MS4ToolkitWS@wpi.edu 
i. Within this email alias, is the Gmail account we created for the work study 

students, MS4ToolkitWS@gmail.com 
2. The Work study student will access this email on a weekly or biweekly basis to review all 

submitted forms 
a. Reviewing will include that all fields are filled out properly and are descriptive 

3. For all “approved forms”, the work study student will fill out a created google form and 
input all appropriate fields using the information on the approved forms. This will 
automatically input all the data into a google spreadsheet 

4. The work study student will email MS4Toolkit@wpi.edu, which will contain all the emails 
of the individuals of the advisory board 

a. If the advisory board changes, the owner of the alias will have to update it 
accordingly 

b. The email will notify the advisory board that X amounts of forms have been 
approved and are waiting for their review and will include a link to the 
spreadsheet 

i. A link should be included every time just in case the advisory board 
forgets how to locate the google drive/sheets 

5. The advisory board will go through the material and vet them. After vetting, any accepted 
materials should be highlighted yellow. Any rejected materials should be highlighted red. 

6. The work study student should check this spreadsheet on a weekly or biweekly basis 
and will upload any materials that got approved by the advisory board 

a. The student should also go in and highlight all uploaded material green, to keep 
things organized and coded. 

b. See uploading guide for more information regarding uploading 
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