FOCUS GROUP

RESOURCES
Your guides, templates and more to
run effective focus groups in your
community.

MODERATOR CHECKLIST

THIS LIST IS NON-EXHAUSTIVE, PLEASE USE IT IN ITS ENTIRETY OR SIMPLY AS A GUIDE

BEFORE THE DAY
Select a peer to assume the role of assistant moderator
Print posters (if you are calling for external participants)
Distribute posters (if you are calling for external participants)
Select participants from interested parties
Set date, time and location (make bookings)
Inform participants of date, time and location
Print ‘Using Technology’ surveys
Print Informed Consent forms
Print Participant Demographic forms
Print remuneration register
Purchase any stationary needed
Make arrangements for session refreshments
Arrange for back up participants to attend in the event of drop outs
Two days prior call all participants to confirm attendance and remind them of
the date, time and location

ON THE DAY

Set up the space
Remunerate participants and collect signatures at the end of the session
Distribute the surveys, participant demographic and informed consent forms
and collect them completed before the start of the discussion
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FOCUS GROUP TIPS AND TRICKS

WHAT IS A FOCUS GROUP?
A research method in which a small group of people explore a particular topic
through guided discussion. Being more dynamic and conversational means that
responses in focus groups tend to be personal and opinion based offering rich,
narrative-style information.

HOW CAN FOCUS GROUPS BE USEFUL?
Focus groups are a great way to explore the needs,
preferences and priorities of a particular group to
guide future action. They help to identify
important issues stemming from the human
experience which can be further unpacked through
surveys involving larger, more representative
groups.

Women in my
focus group say
bald men are
trustworthy,
they've got
nothing to hide

WHEN IS IT A GOOD IDEA TO RUN A FOCUS GROUP?
when gathering background information about an issue
to generate and test ideas (which can then be explored through complementary
avenues of research to build a stronger evidence base)
to stimulate new ideas and encourage creative participant-led solutions
identifying potential barriers or problems with a new service or programme
to gather client impressions of a service, organisation or institution
to confirm or develop what you have found in the desk research
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HOW DO I PLAN FOR A FOCUS GROUP?
You will not require a fancy venue for your focus group, simply somewhere that is
easy to find and access.
The ideal amount of time to set aside for a focus group is anywhere from 45 to 90
minutes. Beyond that most groups are not productive and it becomes an
imposition on participant time.You need enough participants to get a discussion
going but not too many so people can be heard. Six to eight people is a good
number with ten being the absolute maximum.
When selecting participants, whether that be from external applicants or from
your existing client list, make sure that they are representative of the group we
hope to target.
When planning your focus group you should decide on a time of day that is
convenient for the participants and responsive to their life circumstances.
It’s a good idea to send the participants a quick note (or to telephone them) a day
or two ahead of the focus group date to ensure that they are still coming and have
made all of the necessary arrangements.
Participants will know what the focus group topic is in advance but don’t share
the questions until the guided discussions begin so that all participants hear the
question for the first time together.
You will need an assistant moderator who will be responsible for recording the
session whilst you moderate the discussion.
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WHAT SHOULD I CONSIDER WHEN SELECTING AN
ASSISTANT MODERATOR?
The must possess the following skills:
have good listening skills
be observant and attentive to the way in which participants respond
have good writing skills (there will be a lot of information to note down)
be able to summarise comprehensive discussions into a concise format
(i.e. not minuting the discussion word for word)
Assistant moderators may be required:
to ensure that any equipment they need for the session is well prepared (i.e.
audio recording device, notepad, any forms for participants and extra pens)
act as an observer and not to participate in the discussion
remain impartial and not to share any opinions about the topic (in the
presence of any participants)
be attuned to the different participants and escort any distressed
participants outside should they need time/ privacy to recover
ensure that participants complete the relevant consent forms, equal
opportunity monitoring forms and other paperwork.
to hand out incentive vouchers and liaise with participants after the event.

WHAT HAPPENS AFTER THE FOCUS GROUP?
You will need to get the audio and written notes from the assistant moderator. If
the assistant moderator isn’t able to make an audio recording then ensure that
they agree to take thorough, accurate, objective written notes as it is from the
work that the assistant moderator does on the day that you will be making a
report.
The report is something that we can work on together and will be straightforward
to complete if the focus group has been successfully moderated and the
information is rigorously documented on the day.
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WHAT DO I NEED TO KNOW AS A FOCUS GROUP MODERATOR?
The key to running a successful focus group is in your ability to make the
participants feel secure and relaxed. It is important to create a positive,
encouraging and welcoming environment on the day of the focus group session
but also in your interactions with participants leading up to it.
It isn’t a good idea to ask participants too many questions so do your best to keep
the conversation on topic, make the best of the time you have and try not to
influence the group with your own opinions - remain neutral.
Here are some things to think about to keep the discussion moving
Verbal cues
When moving from one topic to another, give a clear verbal cue that the
previous discussion has finished so participant’s can make the mental shift
to the next element of the discussion. “Great. What I’d like us to move onto
now discussion about …”
Keeping on track
There is always someone who ‘goes off on one’ and starts telling a story that
is not relevant to the research. You can address this by raising your hand and
then bringing up the metaphor of going ‘off-road’ “I think we’ve gone a little
off-road here. Time is limited so can I bring us back on track to our
discussion about …”
Making the most of the time
The focus group moderator has a responsibility to adequately cover all
prepared questions within the time allotted. S/he also has a responsibility to
get all participants to talk and fully explain their answers.
Share of voice
Every participant has an important contribution to make. It is vital therefore
to obtain balanced representation – or ‘share of voice’ - across the group.
This means proactively dealing with dominant and reticent participants.
Never assume you understand what participants mean
Your own subjectivity might lead you to misinterpret what someone means.
In order to avoid this, keep checking and asking what people mean when
they say something.
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