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Focus Group Tips for Facilitators and Note Takers

Focus Group Agreements

(You may wish to post these on the wall during the focus group.)

• Only one person talks at a time.

• What is shared in the room stays in the room.

• There are no right or wrong answers to questions 

• It is important to share all opinions, both the positive and the negative.

• Respect other’s opinions even if they are not your own.

Focus Group Facilitator Roles and Responsibilities:
􀂾 Keep participants on topic and interested in the discussion.

􀂾 Watch the time so that you don’t run out of time without covering all topics.

􀂾 Ask questions of participants to keep the discussion going.

􀂾 Politely enforce Focus Group Agreements:

· Make sure everyone participates and at a level that is comfortable

· Limit side conversations

· Encourage one person to speak at a time

􀂾 Be ready to explain or repeat questions

􀂾 Keep the participants talking: the more discussion the better!

􀂾 Diffuse arguments

􀂾 Do not give your own opinions during the focus group.

􀂾 Thank participants for their time and contributions. Let them know that the information they have shared is valuable for this project.

􀂾 After the focus group, meet with the note taker to discuss what happened immediately after each focus group. 

Effective Facilitators:

􀂾 Listen well

􀂾 Observe participant’s comments and non-verbal reactions (example: shaking one’s head)

􀂾 Have good speaking skills

􀂾 Facilitate open and honest dialogue

􀂾 Do not give her/his opinions about topics, because this can influence what people say

􀂾 Can encourage participation when someone is reluctant to speak up

􀂾 Can manage participants who dominate the conversation

􀂾 Are sensitive to gender and cultural issues

􀂾 Are sensitive to differences in power among and within groups
Note Takers Roles and Responsibilities:
􀂾 Record major themes, ideas, comments and observations regarding group dynamics in notes.

􀂾 Notes should be detailed and accurately reflect what happened in the discussion. 

􀂾 Include any nonverbal behavior, such as facial expressions, hand movements, group dynamics, etc.

􀂾 After the focus group, meet with the facilitator to discuss what happened immediately after each focus group.  Review your notes with the focus group facilitator. Write down any additional observations that were discussed with the facilitator.

􀂾 Do not throw away any papers with notes of the focus group discussion. These will be stored with other data collected.

Effective Note Takers:

􀂾 Listen well

􀂾 Record participant’s comments and non-verbal reactions 

􀂾 Have good writing skills

􀂾 Act as an observer, do not participate in discussion

􀂾 Since you will be receiving tapes and/or transcripts of the groups, it is better to capture participants’ ideas and non-verbal reactions than their exact words

􀂾 Capture all of the essential information 

􀂾 Do not include own opinions or biases in notes

􀂾 Record the question asked (or main topic) along with the statements made during focus groups (An idea expressed may only be true within the context of the specific question asked)  

What to Look For

During the discussions, listen to what is not being said as well as what is being said. Be alert to the meaning behind the words that they use and the particular language respondents use to present their ideas. It is important to learn the language the community uses to express their ideas since this information can be very helpful for developing communications.
Watch for non-verbal behavior like shaking heads, but be careful about labeling non-verbal behavior that could have many meanings. For example, do folded arms mean the respondent is uncomfortable with the conversation or the room is cold?

Do not expect a consensus within or across groups. Contradictory opinions can lead to some of the most important learnings. It helps us understand the range of opinions that exist and, frequently, different opinions can help us identify the existence of this within a community.

Page 1 of 2[image: image2.jpg]


[image: image3.jpg]




