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\ Where Do You See Yourself?

Before You Start

Because you have opened this kit, you must be interested in focus groups'
Perhaps you are interested for one of the following reasons

* You have heard about focus groups and wonder 1f they could be useful
to you in your work You want to know more about this research
method

* You are familiar with focus groups and want to learn the skills to mod-
erate them

¢ You have moderated focus groups, but they have not been as useful as
you had hoped You wonder why this has been the case

* You want new and effective materials to train others in focus group
research

Our Experience May Help You

The Health Commurucation for Child Survival projects of the US Agency
for International Development (USAID) have been assisting ministries of
health worldwide to increase the impact of child survival programs through
improved health communication for more than 15 years Focus group
research 1s an important component of this work, helping us to clarify what
people think and feel about various health topics

Six years ago, we began distributing A Handbook for Excellence in Focus Group
Research This Handbook has been reprinted many times and translated into
several languages Researchers say they find 1t a useful reference for plan-
ning and moderating focus groups Trainers say 1t 1s a powerful tool in help-
ing them conduct workshops on focus group management Some readers,
however, tell us that they find the handbook too advanced for their needs

We have observed that many of you encounter problems conducting focus
group research You mnvest time and money 1n research that fails to generate
the kind of information needed to make well-informed program decisions
Understandably, you feel frustrated

Doing effective focus group research 1s not simple You need to think
through difficult problems and make hard choices You also need to follow
certain procedures very carefully

Before You Start



if It Is So Hard, Can | Do It?

Yes, you can! Thuis skill-building Guide will take you through all the steps
you need to plan and/or moderate focus group research The Guide pro-
vides you with worksheets and exercises It helps you make better use of the
Video and Handbook The Video 1illustrates key skills and potential prob-
lems for focus group moderators You will see an actual focus group in
action—pretesting health materials to combat childhood diarrhea—and learn
along with the group’s moderator how to strengthen moderating skills  As
you advance, you will be able to use the Handbook to strengthen your plan-
ning, moderating and analytical skills

Before you start please carefully review the followtng information

What a Focus Group Is

Moderator with Tope Guule
Focus CGroup Notstater with Forns
AN
£ = e S
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A focus group 1s a loosely structured, informal discussion among six to ten
individuals that 1s used to gather information on a particular research topic
The discussion 1s guided by a moderator—a person who encourages partici-
pants to talk freely and reveal their thoughts and feelings about the research
topic  Usually, focus group discussions are repeated with several groups of
similar people until the discussions no longer reveal anything new relevant
to the research

Focus groups have been widely used for many years in the private sector
Today they are also popular with governmental and nongovernmental orga-
nizations that want msight into why people think or act as they do about a

particular issue Such information can be invaluable to

* generate 1deas for programs, campaigns, or materials

Before You Start



 pretest educational or promotional concepts, messages, and materials

e improve a product or service by clarifying people’s attitudes
and needs or

e 1dentify 1ssues for quantitative research or to clarify quantitative
findings

Examples of Focus Group Research

Organizations with diverse missions use focus group discussions in different
ways to understand and respond more effectively to the needs of the com-
munities they serve Here are some examples of how focus groups have
been used

* To generate 1deas for a program, campaign or material

An urban health clinic decided to expand 1its services Clinic staff
thought clients would want additional evening services for working
men and women As part of designing a survey to test client prefer-
ences for these alternatives, the staff used focus groups to learn how
clients reacted to new service hours Clients indicated that they wanted
morning clinics for small children who were often too tired to attend
the evenung clinics The staff added this new option to their survey and
found clients agreed that it was a priority The clinic now operates two
morning clinics for young children and pregnant women

* To pretest educational or promotional concepts, messages and
materials

The Noor el Hussein Foundation in Jordan conducted focus group
research with parents to test the effectiveness of the foundation’s pro-
motional spots for breastfeeding on television The groups revealed the
impottance to mothers of having the TV mothers look into the baby’s
eyes while nursing This insight helped inciease early imitiation of
breastfeeding in public hospitals and home births by more than

50 percent

* To improve a product or service by understanding people’s attitudes
and needs

The Ministry of Health in Zambia conducted focus group research to
learn more about people’s knowledge of and attitudes toward AIDS
and the use of condoms Researchers found that few of the participants
were aware that condoms protected against AIDS There was very little
discussion of the topic between sexual partners Program planners
used this information to produce a series of radio dramas featuring a
conversation between a man and woman on using condoms for AIDS
prevention

Before You Start



¢ To identify 1ssues for quantitative research or clarify findings

During a recent outbreak of cholera in Ecuador, a large-scale survey of
people’s knowledge, attitudes, and practices was undertaken in which
respondents ranked health above family and work Focus group
research helped explain these findings Health was valued most
because without 1t people could neither enjoy their families nor fulfill
their responsibilities This information was utilized i the successful
campaign against cholera with the theme, “Take care of your health
because when you get cholera, you are not the only one who suffers ”

Role of the Moderator

Researchers often ask who should moderate focus groups In general, the
most effective moderator 1s someone who 1dentifies easily with the partici-
pants, speaks their language well, and inspires trust The moderator should
erther be familiar with the research topic or be given enough information
beforehand to be able to guide the flow of the discussion and understand
points raised by participants Because focus groups are designed to reveal
what people truly think, the moderator should be flexible, listen well, and
consider all opmions

During a focus group, the moderator uses a prepared topic guide to focus
participants on the research 1ssue A skillful moderator 1s careful never to
educate or give information Instead, the moderator asks, probes, listens,
and learns

Advantages and Limitations of Focus Group Research

Unlike some research methods, such as surveys that answer the questions
how many or how often, focus group discussions are a form of research
designed to answer the questions why and how When done well, focus
group discussions can direct and shmulate thinking about a particular topic

The advantages of a group discussion as a research method are fairly obvi-
ous When people talk in a group, they often react to each other—expressing
feelings or 1deas that they might not have if they were interviewed them
individually In a group, a researcher can hear a variety of thoughts, words,
and statements relatively quickly And if the atmosphere 1s relaxed but atten-
tive, people will enjoy participating

Focus group discussions by themselves, do not generate the depth of com-
prehensive information needed for orgamzations to make solid programmat-
1c decisions This 1s because the information obtained cannot be quantified
or generalized Some voices in a group discussion dominate others Not all
the participants say what they really feel Only a small portion of a commu-
nity can participate Researchers, therefore, should creatively combine sever-
al methods of research to learn what they need to know and to make effec-
tive programming decisions

Before You Start



How to Use This Kit

On your own, you should do the followmg

1

2

Carefully read this introduction (Before You Start)

Go to the first part of the Guide (A Step-by-Step Approach to Focus
Group Research) and work through the first six steps to prepare for
your own focus group research When you need additional informa-
tion, refer to the Handbook Try to find one or two experienced focus
group moderators who can review your worksheets

Before you practice moderating (Step Seven), watch the Video 1n this kit
and the clips that follow Use the second section of the Guide (Answers

to Questions Raised in the Video) to help you learn more from the
Video

Finish the last two steps (Steps Seven and Eight) in the first section of

the Guide Get help with your practice from a skilled moderator if you
can

Read the information and do the exercises in the third section of the
Guide (Information and Exercises for Improving Moderators’ Skills) to

build your moderating skills If possible, arrange to do some of the
exercises with others

Together with colleagues, do the following

1

2

3

Review the Guide to familiarize yourself with 1ts contents and decide
how much time your group will need to work through 1t together

Set up a schedule of times for your group to meet to go through the
first six steps of the first section of the Guide, see and discuss the Video,
complete Steps Seven and Eight and practice moderator skills

At the first session, choose a group facilitator to lead your group
through the process Try to find a skilled moderator to comment on

your efforts as you practice the exercises and begin to work in the com-
munity

In a workshop setting, do the following

1

2

Refer to the Appendix, which offers specific suggestions on how to
design and facilitate a four-day workshop using the Video, the
Handbook, and each section of the Guide

Designate a facilitator to encourage participants to exchange thoughts,
share experiences, and experiment Try to find a skilled moderator to
comment, especially when participants practice moderating among
themselves and in the community

Before You Start
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A Step-by-Step Approach
to Focus Group Research

Introduction

In this section of the Guide, you will learn how to prepare for your own

focus group research, using eight steps of preparation Steps are explained
with

* mnformation to help you understand the step and why 1t 1s important

* an example of the step in action (taken from the same research drama-
tized in the Video)

¢ one or more worksheets to help you complete the step
* references to the Skill section of the Guide and

* references to the Handbook so that you will have more mformation
about domng focus group research

Carefully read all the material for each step before domng the worksheets
When you are ready to complete the worksheets, use a pencil so that you can
make revisions as you go along

If you plan to moderate focus groups for others’ research, complete Steps
One through Four carefully with them If you are doing your own research,
you may complete the steps by yourself It will be very helpful to you, how-
ever, 1f you can get an experienced researcher to comment on the work you
do for each step

Each step builds on the preceding step When you complete them, you wall
know when to use a focus group discussion for your research needs You
will have learned how to select and screen participants and how to develop a
topic guide for your research You will have the necessary forms to get you
started as you practice moderating a focus group discussion From that dis-
cussion, you will be able to organize your notes for the research report

Does this sound too difficult? We hope not You may find some of the infor-
mation hard to understand at first If you work through 1t slowly and care-
fully, however, you can develop the skills you need to conduct effective focus
group research Think of how helpful that could be in your work!'

A Step by Step Approach to Focus Group Research Intreduction
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For a comprchensioe discus
sion of the difforant hinds of
rescarch and comparison of
different methods sce Hic
Handbook pages 2 10

DECIDE iF FOCUS GROUPS ARE
THE RIGHT TOOL FOR YOU TO GET
THE INFORMATION YOU NEED

Your first big decision 1s whether focus groups are the right tool for your
research All too often, people start focus group research without looking
closely at what they need to find out Determining what you need to know
1s the first step If focus groups are an appropriate method, you will use a list
of what you need to know to complete the preparation steps that follow If
you are moderating the focus group discussion, always keep in mind the
purpose of the research and use 1t to guide the focus group discussion

There are two general kinds of research quantitative and qualitative
Quantitative research methods, such as written surveys or closed interviews,
give numerical estimates (e g, 20 percent of mothers surveyed breastfed their
last child) Thus type of research generates conclusive data It estimates how

many, verifies the number of times, or documents differences between things
that can be measured in numbers

Qualitative research does not lead to numerical estimates It gives the
researcher a deeper understanding of what people think, feel, and do (e g,
some mothers feel breastfeeding 1s not modern) Qualitative research helps

1f you need msight into why people think or act as they do about a particular
research topic

Because only a relatively small portion of people take part in focus groups,
they cannot be used as a basis for drawing conclusions about what most peo-
ple think, feel, or do Unless they are combined with quantitative methods,
focus groups should not form the basis for large-scale policy decisions In

general, quahtative research 1s best combined with quantitative research to
achieve general research objectives

Focus groups are one of several qualitative research methods Other meth-
ods are observation, individual in-depth interviews, and community meet-
ings Each has its own advantages

Step One



EXAMPLE

A movie team was asked to produce a short educational film on diarrhea and
oral rehydration salts (ORS) to show 1n an area where diarrhea 1s a major
child health concern The producers designed different storyboards (a series
of pictures with captions) to illustrate different ideas for the film Before
finalizing production, they called in a team of researchers

What did they need to know?

As a team, the producers and researchers discussed what they needed to
know so that the film would be effective in reaching and educating mothers
in rural areas Here 1s their list

pe. EOR—— RS- ey o v - _—

WE NEED TO KNOW

| How rural women react to each of the four darrhea/ORS
megsage wleas presented w the storyboards

2 How the women react to the umages prosented wn the draft sto-
ryboarde

3 The number of rural cinemas that would show the film on diar-
rthea and ORS

Was qualitative research appropriate?

With this list of what they needed to know, team members discussed the
kinds of research they could use to get the information The researchers
thought that qualitative research alone could tell them how women react to
the different storyboard approaches If it was done well, the research would
show why the women react that way The researchers did not need data on
how many women reacted one way or another

The researchers decided that quantitative research (surveys) would be the
best way to determine how many cinemas would air the film and when
They also did some qualitative research (interviews) with some cinema own-
ers to help explaimn why they would or would not show the film

Were focus groups appropriate? Should the researchers have combined
them with other qualitative methods?

The researchers felt that focus groups would be better than mterviews to get

women’s reactions to the storyboards In a group, the women could be
encouraged to reveal more about what they liked or did not like

Step One Example
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To better understand the results of the survey with cinema owners, the
researchers decided to use qualitative research They chose in-depth inter-
views over focus group discussions because detailed information from a few
owners would answer their questions Also, the researchers decided that

convening a focus group of individuals located in many different rural sites
would not be practical

After deciding that focus groups would answer some of their questions, the
researchers listed the specific needs that focus groups could address

WHAT WE WANT TO LEARN FROM FOCUS GROUPS

| Understand how the different messages are interpreted by
raral mothers

2 Understand f the proposed messages are acceptable to thom

3 ldentyfy those umages that the mothars like and those that are
not efgectue

4 Qot suggestions on how to remse the unages and messages

The moderator kept in mind this list of objectives during the focus group
discussion

Step One Example



Think about the decisions that you (your program or service) need to make
now List what you need to know to make these decisions effectively The
following phrases may help you get started What we do not know 1s , We

WORKSHEETS ‘
|
!
have doubts about , We do not really understand

Complete the checklist below to determine whether qualitative research 1s
right for you

. QUALITATIVE RESEARCH WILL WORK IF

[0 We do not plan to quantify the mmformation we gather
(1 We need people’s reactions and 1deas

O Famihiarity with the participants” own words will help
us achieve our objectives

0 We want the freedom to probe beyond people’s initial
response to a question

[J We are searching for reasons behind an attitude
or practice

Step One Worksheet I 3
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Complete this checklist to decide if a focus group
* 15 appropriate to your research needs or

¢ should be combined with other qualitative methods

Discussion among participants will help us gain insight
The group atmosphere will stimulate honest responses
We can limit the discussion to a few well-defined topics

We hope that the group will raise new themes or 1deas

o o o o o

We can manage the logistics (e g , convene a group with
at least six participants who fit the focus group profile)

If you have decided focus groups are appropriate, consider what you want to
learn from them Make a list of research objectives for your focus group dis-

cussion (These are not specific questions for the focus group participants
You will develop those in Step Four )

If Step One has convinced you that focus group discussions are the right tool
to get the information you need, and you have decided what you want to
learn from them, you are ready to go to Step Two In thisstep, you will
determine who should participate in your focus group 1esearch

Step One Worksheet



DETERMINE WHO SHOULD
PARTICIPATE IN YOUR FOCUS GROUP
RESEARCH

Creating a list of characteristics that your focus group participants must have
1s one of the most important steps in preparing for your research You may
be tempted to talk with a lot of different people It 1s better, however, to
think carefully about who could best help you learn what you decided in
Step One you need to know

In the worksheet for this step, you will describe one research group clearly
Think about the participants while you complete all the remaining steps in
this Guide, because the types of questions you ask each group should be
different (If you need to use other research groups, develop a separate set of
steps for each group ) Here are some important considerations

* Think beyond your target group The term target group 1s generally
used to describe the people that programs or materials are meant to
reach The key to successful programs or materials often comes from
understanding what a variety of people think or feel about a topic
Doing some research with people outside the target group may be
useful

E g, pregnant women or young mothers may be the
target group of a breastfeeding promotion program
However, focus group discussions with mothers-in-
law or husbands of pregnant women may reveal
resistance or support that the promotion program
needs to address

* Think about people who will be important to the success of your
service or product

E g, if you plan to use focus group discussions to
help improve immunization services, you may want
to do focus groups with both the staff that provides
the services and, later, with the families you hope
will use the services Ask yourself whose actions,
attitudes, or perceptions will influence your target

groups

Step Two




* Do not forget what you already know

E g, you may want to develop weaning food recipes
that families can prepare at home If you know that
grandmothers generally prepare foods for young
children where you live, mclude grandmothers in
your focus group discussions Mothers of weaning-
age children can be another research group

Participants 1n a single focus group discussion should be similar to each
other 1n terms of the topic being discussed Avoid putting participants in a
focus group with others whose presence may keep them from saying what
they truly think or feel about a topic  To do this, consider such factors as
social class, life cycle, user and nonuser status (current behavior), level of
expertise, age, marital status, culture, sex, literacy /formal education,
urban/rural location, and other characteristics relevant to your topic

Plan to conduct at least three focus groups (and more 1f you are still
learning new things of interest) with each subgroup

See Handbook pages 12 13
for a more detailed explanation
of characterishics to consider
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EXAMPLE

Recall that the researchers in our example want to produce an educational
film that effectively explains and promotes the use of ORS 1n rural areas

How did they select a research population?

The researchers knew that mothers had the primary responsibility of caring
for children with diarrhea, and that diarrhea 1s most dangerous to young
children They also knew that the film was aimed at the general public and
that women who worked as health care providers or educators knew much
more about ORS than mothers in general The researchers defined their
participants as

* Women from rural areas

* Women with children five years old or younger

* Women who do not work as health providers or educators
How were participants divided into subgroups?

The researchers decided to further divide the women who met these charac-
teristics into separate focus groups and do a few focus groups with each of
four subgroups First, they decided that women in remote rural areas may
have access to ORS and health care advice different from that of women in
semu-rural areas They organized four groups in remote and semu-rural sites

The researchers also decided that they might get different reactions to the
storyboards from mothers who had used ORS and mothers who had not
Therefore, they set up separate focus groups with mothers who had used
ORS and mothers who had not They planned three focus groups with each
of the subgroups they created The following table describes the distinct
characteristics of each subgroup

Step Two Example
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SUBGROUPS

RURAL WOMEN WHO ARE NOT
HEALTH PROVIDERS OR EDUCATORS
WITH CHILDREN AGES FIVE OR YOUNGER

Who twe i remote sites Who tuwe i semu-raral sites
Who never used Who have uged Who never used Who have used
ORS ORS at teast ORS ORS at least

once onee
Subgroup 1 Subgroup 2 Subgroup S Subgroup 4
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Who have used ORS Who have used ORS

at least once at least once
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Think about people who will be most useful for your research purpose They
will make up your research population Remember that you can do more
research later, but start now with the people who can best tell you what you
need to know Describe what these people have in common

Look at each characteristic and decide 1if you need to subdivide 1t further
When determining when and how to divide participants into separate
subgroups, consider the following

* Will we tailor or promote services differently to a subgroup than to
other members of the research population?

* Will we ask a subgroup questions different from those we would ask
other members in the research population?

¢ Will participants 1n a subgroup speak more openly 1if we talk with them
separately from other members of the research population?

¢ Can we screen these people to make sure they fit the subgroup?
¢ Can we do at least three focus groups with this subgroup?

* Would we get more mnsight by talking with these people separately or
together?

Step Two Worksheet
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Write the descriptions of your subgroups, using the worksheet format Stop
when you feel you have enough groups to whom you would ask the same
questions and who would talk freely with each other Set priorities for select-
ing groups Remember, it will take time and resources to conduct the groups
and to analyze the results, so set clear priorities

You have decided that focus group discussions are a good research method
for you and you have identified the characteristics of your patticipants
Now you are ready to go to Step Three You wtll learn to draft a screening
questionnatre to help you recruit the participants you need

Step Two Worksheet



DRAFT A SCREENING QUESTIONNAIRE
TO HELP YOU RECRUIT
THE PARTICIPANTS YOU NEED

Think about one subgroup from your worksheet in Step Two and plan how
to recruit participants This will require some creative thinking! Ask your-
self where you can get access to people who you do not know, who do not
know each other, and who fit your participant description

Take care to use unbiased channels to recruit and screen focus group partici-
pants For example, rather than rely on health clinic staff personnel to recruit
families for a focus group discussion, you may want to recruit in a neutral
area, such as the marketplace There you can contact both those who go to
the clinic and those who do not  Women who go to the clinic may think dif-
ferently from those who do not

It 1s important to screen people to determine whether they fit the description
for the subgroup you have selected You cannot assume that what people tell
you 1n a focus group 1s representative of what all people like them would tell
you However, you are counting on them to give you insights into what oth-
ers like them think, feel, and know This 1s why conducting several focus
groups with the same subgroup 1s necessary

Use a screening questionnaire to make sure your participants represent your
target group To avoid having someone who does not fit the criteria arrive
for the discussion, admiruster the questionnaire individually by telephone or
in person when recruiting  If people arrive who do not fit your criteria, you
may 1nvite them to another group, interview them separately at another time
or simply explain that you cannot include them m the current focus group
Admuiruster the screening questionnaire again just before the discussion
begmns This 1s especially important if you relied on others to recruit partici-
pants

An option for researchers plannung to conduct focus groups with several dif-
ferent subgroups 1s a screening questionnaire that helps identify participants
for each of the planned subgroups on one form The advantage to this
approach 1s that you will not have to visit a community more than once to
recruit for all of your groups The following questionnaire also includes
mnstructions for the recruiter to assure that they give all mothers mvited the
same information about the group meeting Using the participant descrip-
tion the research team developed 1n Step Two, this type of questionnaire
would look like this

Step Three
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SCREENING QUESTIONNAIRE

Date Place

Hello my name I1s and | am working for ona
research study with mothers about their family’s health May | ask you a few
questions to see if you are among the people we are trying to reach?

I How old I1s your youngest child?

[ 5yearsorless L older than 5 (do not invite)
[J no children (do not invite)

2 Have you ever worked at a health center or been a health educator?
J No (] Yes (do not invite)

3 Where do you live?
U Rural area (] Urban area (do not invite)

4 How far is that from the capital city?
[J near (Consider for subgroup | or 2)
U far (Consider for subgroup 3 or 4)

5 ORS s a salty/sugary mix that some women give to their children when they
are sick Have you ever used ORS with your children?

[J Yes (subgroup | or 3, depending on answer to question 4)

[J No (subgroup 2 or 4 depending on answer to question 4)

Determine if respondent should be invited and, if so to which subgroup
Inform her that the discussion could last up to two hours Tell her about any
incentives the women will be receiving for their participation If she accepts,
confirm the date time and place with her Ask her name and how she can be
contacted Thank her for her time

Notes
Subgroup nvited to

(number, date time place)
Name of Screener/Recruiter

Participant’s name and how to contact

Step Three




Often, officials or influential persons will assume that they should be
mvolved mn any activity with outsiders that occurs in the community An
mexperienced moderator may find 1t difficult to discourage their participa-
tion If this problem seems likely, discuss 1t beforehand with your colleagues
and develop a tactful strategy to deal with the situation (e g, mnterview these
officials separately or explain that you understand they know about your
programs and you need to talk to those who are less well mformed)

This careful screening process of ensurmng that your participants meet your
criteria 1s essential to achueving useful and reliable findings Be sure that all
those involved 1n recruiting and moderating understand the need for
screening

Incentives, reimbursement for travel, refreshments, or inexpensive small gifts
are always appreciated and make participants feel good about jornung the
group If you are taking people away from their work or otherwise inconve-
niencing them, you should consider some compensation for their participa-
tion Guard against participants answering your screening questions falsely
to get the ncentive Decide whether those who do not qualify but arrive at
the site will get the incentive you offer

Keep the screening questionnaires They will be helpful later in preparing a
list of group members for your research report |

See the Handbook pages 11 22
for more information on the
logic and logistics of setting
up focus groups page 22
mncludes a sample screening
questionnaire
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EXAMPLE

How did the researchers screen participants to make sure they fit the descrip-
tion from Step Two?

EXAMPLE They asked recruiters to invite women who met the criteria they had devel-
oped, using the screening questionnaire shown below Because the modera-
tor had not done the recruiting herself, she re-screened participants with the
same form as they arrived for the focus group discussion

As 15 shown 1n the Video, one woman was an educator at the clinic and did
not fit the criteria listed She was not invited to participate in the discussion

SCREENING QUESTIONNAIRE

Date Jan 7 Place Medina

My name s _ Jeresa and | am working on a research study

for _a vdleo on chldrens health May | ask you a few questions to help us do
research here in your community?

I Where do you live? Medina
X Rural area near capitol (] Other (do not invite)

2 How old i1s your youngest child?
X! Five or younger (] Six or above (do not invite)

3 Have you ever worked at a health center or been a health educator?
X No [] Yes (do not invite)

4 ORS s a salty/sugary mix that some women give to their children when they
are sick Have you ever used ORS with your children?

Xl Yes ] No (do not invite)

Thank you so much for your time

Notes
Subgroup discussion invited to

% (date time, place)

Name of Screener/Recruiter

feresa

Participant’s name and how to contact

Caby — Village Marbot (if invited)
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Using the table you created i Step Two for your subgroup, draft a screenuing
questionnaire Your mtroduction should be brief Describe who you are and
the general purpose of the research Be careful not to give information that
may nfluence answers to the screening or discussion questions Include
questions that apply to each criterion of your subgroup and invite only those
who meet all of them Make sure the questions are direct, simple, and non-
threatening

Date Place

Introduction

Questions O Invite 0 Do not invite

I

Thank you

Notes
Subgroup discussion invited to

(date time, place)

Name of Screener/Recruiter

Participant’s name and how to contact
(if invited)

Step Three Worksheets
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A good option for administering the screening questionnaire immediately
before the group begins 1s to use a list of questions with two columns The
person screenung the participants asks questions and records answers 1n one
of two columns Column A 1s used 1f the answer fits the criteria, column B 1s
used 1if the answer does not fit the criteria  Only people whose answers all
fall in column A are invited to participate This simple version 1s useful

when you are screening for one particular subgroup and checking for one set
of criteria

Questions

Column A Column B

| Notes

Your first name

Name of subgroup

Focus group date time, place

Participant’s name and way to contact

Now you are ready to go to Step Four to learn how to develop a topic guide
for your research needs
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DEVELOP A TOPIC GUIDE FOR YOUR
RESEARCH NEEDS

During the focus group discussion, the moderator uses a topic guide Keep
in mind that developing the topic guide 1s an extremely important step in the
preparation process because members of the research team, including the
moderator, must rethink the need for different kinds of information and
msights It 1s also a creative step because many different approaches can be
taken in the guide to obtain information and stimulate discussion

There are four progressive stages mn a focus group mtroduction, rapport
building, mn-depth, and closure Each stage has an important purpose

Introduction %ﬁi @ KJ » 4
ANE

Introduction - The moderator explains the goals of the discussion and
describes what will happen She or he asks participants to introduce them-
selves The purpose of the mtroduction 1s to prevent misunderstandings and
make participants feel more at ease The moderator does almost all of the
talking The introduction takes about 10 minutes
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Rapport Building - In this stage, the moderator asks easily answered ques-
tions that encourage each participant to begin talking in the group setting
The purpose of these questions 1s to create an environment where partici-
pants feel comfortable and safe about speaking The moderator does some of
the talking, but participants begin to play a more active part in the discus-
sion Thus stage should last about 10 minutes
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Sce the Handbook paqes 40 42
for a discrssion of Hic four
stages of a focus roup paycs
23 27 discusses how to draft
and usc this kind of guide
cxamples of topres quides can
be found on pages 19 21 and
pages 25 27

The Handbook page 40 qiocs
pointers on writing the
Introduction Do not let the
lant warm up  confise you
th s the mbroduction and rap
port butldiny staqes combined

Sce Using Stmple Lanquaye in
the Skill Scctwn pages 100 102
for more information on using
words that arc appropriate
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In-depth - The moderator focuses on the main questions 1n the topic guide,
encouraging conversation that reveals participants’ feelings and reactions to
the 1ssues being researched The participants do most of the talking with the
moderator guiding and directing the conversation, but not leading 1t  This 1s
the longest stage, lasting about 60 minutes

£
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Closure - The moderator summarizes impressions of points of agreement
and disagreement as well as any patterns or conclusions that emerged dur-
ing the discussion Participants are asked to clarify, confirm, or elaborate on
these impressions The moderator does most of the talking in this stage
which should last about 10 minutes

On the worksheet, you will prepare an outline for your topic guide around
these four stages Here are some pointers for each stage

Introduction Stage

* Use a tone that 1s both inviting and serious The goal 1s not only to

relax people (humor helps) but also to present the research as serious
and important

e Explain the general purpose of the study and your role in1t Do not
give any information that might influence participants’ responses later
on For example, tell participants you want to find out how they feel
about their children’s health rather than mentioning diarrhea

28
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* Explain the reasons for procedures such as audiotaping and having
participants speak one at a time

¢ Express your interest in hearing different points of view

* Make 1t clear that you did not develop the materals or ideas This
shows that you will not be hurt by negative reactions

¢ Ask an mtroductory question that 1s interesting and does not show
differences 1n status among participants

See the Shall Section pages 89

Rapport Building Stage 94 for more intormation on

asking qucstions with care
pages 106 117 on cncouraginy

L J I~
Use one or two open-ended questions that everyone in the group can particupants to imteract a1th

comfortably answer and that are interesting enough to spark their one another and page ™ 82
mvolvement The questions should relate to your research, but they  por sugestons ort non crbal
can be qulte general commumnication

¢ Encourage everyone to contribute by waiting for someone to speak
Glance at particular individuals and ask, “Does anyone "

¢ Avoid too many probes in this stage
In-depth Stage
* Refer to your list on what you want to learn (Step One) Based on this
list, think of approximately six to eight major 1ssues you want to cover |

Write questions grouped around each of these 1ssues that will help your '
find out what you want to know

If you set out to cover too much during a single focus group discussion,
you run the risk of pushing participants too fast You may not discover
the reasons behind therr 1mitial, more superficial responses, although
you need to do so A short topic guide will help you find questions or ‘
1deas that you can interject appropriately to match the flow of the dis-
cussion

* Order the questions so that they progress from the general to the specif-
1c Be sure to anticipate what will make sense to the group members as
they respond to each question

* List some possible probes under each discussion question The probes | S the Shill Section page 9
should clarify or deepen responses 99 on probing

* Go back to each question and consider creative approaches that may
help meet your research needs The challenge 1s to find an approach
that will give mnsight into the participants’ personal attitudes and
experiences without threatening their comfort or privacy Using imagi-
native approaches can be particularly helpful in cultures where people
are not accustomed to expressing opinions Here are a few 1deas
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The Handbook pagcs 41 wrll
Il you to write the rapport
buddd g and v depth stages of
the topre unde pages 29 33
prosents difforcit appoadhe
you may wsc to dhict niforma
hon and stimidate discusston
dureng the m dopth stage

Present the group members with a description of a scene or pic-
ture (e g, a photograph of a teen breastfeeding) and get their
reaction

Ask participants to imagine something (e g , the 1deal immuniza-
tion clinic) and then describe 1t to you

Set up role playing among participants (e g , a husband and wife
discussing birth control) and listen to what happens

Share what other people have said about an 1ssue (e g , pregnant
women should not eat too much because a large baby will make
for a difficult birth) and see how the group reacts

Present the group with photographs of a variety of young men
After showing each one, ask “Do you think this man uses a con-
dom?” Possible probes might be “What makes you say that? Is
there anything that might make you think otherwise?”

¢ Try to avoid simple questions that can be answered with only yes or no
This type of question does not encourage discussion Focus groups
give you the opportunity to ask questions that give you new 1nsights
about your topic Use 1t!

E g, do not ask group members whether their chil-
dren have had diarrhea in the last month  You will
get more by asking "Tell me about the last time
your child had diarrhea ” Possible probes are
“What did you do? How did that work? What do
you think other mothers should do when therr child
has diwarrhea?”

¢ If the purpose of your focus group 1s to pretest promotional or educa-
tional materials, be sure to have the materials on hand Build your
questions around this material

* Draft questions based on decisions or actions that will be taken from
the focus group findings

E g, if you are doing focus group discussions with
progiam staff members, do not ask them about the
kind of training they want to do their job better
unless management 1s open to the possibility of
developing and supporting traiming for its staff

The Closure Stage

¢ Point out what you see as significant differences (e g , opinion, practice,

perception) among group members and give participants an opportuni-
ty to clanfy their positions
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* Wnite one or two questions to get participants’ final reactions and adds- Formorcadea o e veon
tions wlt the Hantbook page 19
and 42

E g, “Is there anything we did not discuss that
seems relevant?

* In a nonjudgmental way, briefly summarize what you heard from the
group on the various topics discussed Thus section 1s hard to write
beforehand Write two or three statements that you may use to struc-
ture your summary to the group

How to use your topic guide while you moderate ‘

* Keep to the discussion questions Listen carefully to what participants
say and respond with probes to get unexpected, but relevant, informa-
tion

E g, you may be asking questions about breastfeed-
g and using probes to understand what foods
women think affect therr mulk and how If a woman
mentions how alcohol affects breastmilk, you may
want to probe to understand more But 1f a woman ‘
starts to discuss how breastfeeding makes her tired,
1t 15 best not to pursue the topic because 1t 1s not
directly related to your topic of interest You may
make a note of it and talk with team members about
the value of discussing tiredness if 1t comes up n '
future focus group discussions E
|

¢ To help you decide when to probe, always keep in mmd what you need
to know Perhaps this 1s the toughest thing about moderating
Learning this takes time Be patient

* Take care not to probe too much early in the discusston This may give
the impression that you want a lot of detail, which will waste time and
can mislead you You also want to encourage all participants to talk

* Take care not to probe one person too aggressively or for too long This
may make the person uncomfortable, make others feel excluded, and
influence the responses of others Be friendly and include all the partic-
1pants 1n the discussion

* Address the whole group with your probes, looking around at each
participant This will encourage everyone to respond and will give you
a better feel for the variety of responses within the group
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* Reorder the questions as needed to match the flow of the group discus-
sion If you think of a new discussion question during the focus group
session, you may want to make a note of 1t and wait until closure to ask
it This way you will not get diverted from asking the planned ques-
tions but will stll benefit from questions that provide insight

* Save time for any new information that may result from your summa-
tion and the discussion that may follow

Step Four



EXAMPLE

The researchers for the ORS educational film wrote a slightly different ver-
sion of their topic guide for each of the subgroups described in Step Two We
will focus on the subgroup made up of mothers in remote rural areas who
had used ORS The examples below reflect the topic guide they used with
these mothers

Introduction
First, an explanation was given

Good afternoon, ladies My name 1s Teresa Rivers,
and I am visiting your commumnity just to be with
you today Thank you for coming A focus group 1s
a relaxed discussion

The purpose was then presented

We are hete to talk about the health of your children
and get 1deas for an educational film about chil-
dren’s health The purpose 1s to get women's teac-
tions to the ideas before making the final film I unll
not be sharing information o1 my opimions Your
opinions are what matter There are no right or
wrong answers You can disagree with each other,
and you can change you mind [ would like you to
feel comfortable saying how you really feel

Next the procedure was discussed

I'am using a tape recorder so that I do not miss any-
thing you have to say But everything 1s confiden-
tual No one will know who said what I want this
to be a group discussion, so feel free to respond to me
and to other women 1n the group without waiting to
be called on But only one person should talk at a
time The discussion will last approximately one
hour There s a lot 1 want to discuss, so I may move
us along a bit

Last came the participant mntroduction

Now, how about if everybody tells us her name, how
many children she has, and their ages

Step Four Example
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Rapport Building
Here 1s one question Teresa asked to build rapport

Tell me something about the last time one of your
children was sick

In Depth
Teresa showed each storyboard Then to understand how these mothers
interpreted the diarrhea/ORS messages, she asked this question and fol-

lowed 1t with a probing question to obtain more detail

What do you think this film 1s trying to tell
mothers?

Probe Repeat their words and ask Anything else?
Allow silence

Teresa asked this question to understand 1f the proposed messages were
acceptable

What does the film tell you?
Probe So, what do you think about that?

Teresa asked this question to 1dentify images that appealed to the mothers or
were rejected by them

What do you think of the pictutes we just saw?
Probes What about 1t do you like? What 1s there
that you do not like? Anything else? What about it

1s good? Unclear?

Teresa asked this question to get 1deas on how to revise the images and
messages

If you were making this film 1s there anything that
you would change?

Probes What makes you say that? Anything else?

Step Four Example



Closure

Teresa planned to fill in these sentences on the spot based on the outcome of
the discussion She said

Though there were many different opinions about
the film 1deas, 1t appears that ~ Does anyone see 1t
differently? It seems most of you agree, but some
think that  Does anyone want to add or clarify an
opinion on this?

To evoke further response Teresa made a request

Based on our discussion, it seems that the film
should I will definitely review the tape and talk
with more women before making recommendations
for the production of the films What do you think
1s most tmportant for me to share with the producers

of the films?
She concluded by conveying her thanks
Thank you so much for coming tonight Your time

1s very much appreciated and your comments have
been very helpful

Step Four Example
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WORKSHEET

Draft your own topic guide What 1s your focus group about? What general
questions can you ask to put your participants at ease? What specific mfor-

mation do you need? How can you probe tor further information? Refer to
LLSLUCL Il | the information in the beginning of this step as you draft your guide

T,

Shg

i ‘ Ly j{,k;@ f&’ﬂ;w’!a
#, ep 6t 9 il ’%,t
R drindcs. 5 Rt %%,L s
‘ | Introduction (approximately 10 minutes - explanation, purpose, proce-
dure, participant introduction)

i »;:h;v i ? i, ~. : -- TR
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2 Rapport building (approximately 10 minutes - one to two questions)

3 In-depth discussion (appt oximately 60 minutes - six to eight questions
with possible probes)

4 Closure (approximately |0 minutes - summary, request, thanks)

Now that you have completed the difficult task of developing your own
topic guide, you can turn your attention to some other forms needed to do
focus group research You are ready for Step Five
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DESIGN FORMS FOR THE MODERATOR
AND NOTE TAKER TO USE DURING A
FOCUS GROUP DISCUSSION

Moderator’s Summary Sheet

A summary sheet including names and key information on focus group par-
ticipants can help moderators personalize the discussion It includes

¢ reminder of participants’ names (name tags are hard to read)

* reference to what the group does or does not have in common and
where their experience differs and a

¢ cover sheet for the focus group report
Here are two suggestions for the style of the moderator’s summary sheet

¢ A simple circle on a blank sheet of paper The moderator makes notes
around the circle during the introduction and 1n the early stages of the

discussion
Moderator Summary Shoet
Bette () yos
Sytna () no I/J_\< Anna (1) yes
Debores (Motetater) / \_ Roxanna (2) yes
i
Etona (2) no i )
\
\
) X Lusga (7 chutd) Mo
Caby (<) yoe - -
He (Moderator)

* A form (see example) that 1s prepared before the group meets and that
lists everyone who participated m the focus group and key information
on each, both taken from the screening questionnaire This style can
also serve as a cover sheet for the focus group’s fial report

Step Five
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Note Taker’'s Form

All focus group discussions should have a note taker (sometimes referred to
as an assistant moderator) This person should watch and listen attentively
throughout the group, writing down as much as possible of what group
members say and how they react to different questions The amount of detail

that goes nto a note taker’s form will depend on his or her personal style
and experience

Inexperienced note takers may want to cut out the topic guide and put each
question on a separate sheet to allow enough space for notes The advantage
of this format 1s that 1t helps organize the notes and observations by question
for a debriefing immediately after the focus group meets The disadvantage
1s that 1t 1s sometimes difficult for the note taker to quickly find a place for
notes on questions that are asked spontaneously and those that the group
discusses out of the anticipated order

An option 1s the double-column format The note taker writes in the ques-
tions as they arise during discussion The form uses two columns to help
organize the notes by type (1) general comments and quotes and (2) obser-
vations, such as group interaction and nonverbal behavior and interpreta-
tions The advantage of this format 1s that 1t encourages the note taker to
include these areas without prematurely mixing objective content with sub-
jective observations

NOTE TAKERS’ DOUBLE-COLUMN FORM

Date, time, location
Moderator

Note taker

Audiotape code number

Comments/Quotes Observations/Interpretations

Some note takers prefer to work on plain paper and organize everything
after the group 1s over Experiment with different formats The two most
important things to remember are that the note taker should

* be involved in the development of the topic guide and be just as
familiar with the guide as the moderator

* take the time right after the focus group meets (or as soon as possible
that day) to organize notes and review them with the moderator

Step Five




EXAMPLE

MODERATOR’S SUMMARY SHEET
FOCUS GROUP PRETEST OF ORS STORYBOARDS

Location Medina

Moderator _ /eresa Ruwers Date Feb 20
Observer/note taker Dolores Eddies Time began 70 OO am
Audiotape code number 005102 Time ended _77 OO am

Number of

Children

Under Six Name of Closest Used
Woman's First Name Years Old Health Center ORS?
Caby Q Region S yeoe
Elona 7 “ yes
Flora < ” yes
Moercedoe 8 “ yee
Sybva 7 “ yeoe
Sonya Q ! gee

Step Five Example
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WORKSHEETS

Choose a format you like for your moderator’s summary sheet Include
whatever information you think may be useful to have on hand as you mod-
erate the focus group discussion and to easily identify the group when the
discussion 1s over

AT
o
o

E"“wﬁ AN [l

Location Date
Moderator Time began
Observer/note taker Time ended
Audiotape code number Group number

Step Five Worksheets



Choose the option that best fits your style for the note taker’s form

Location Date
Moderator Note taker
Group number Audiotape code number

Now that you are comfortable with using these forms, you are ready to go on
to Step Six to draft your self-evaluation form

Step Five Worksheeus 4 I
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DRAFT YOUR SELF-EVALUATION FORM

A self-evaluation form 1s an important tool to build your moderating skalls
To help keep your attention on the skills you want to think about while mod-
erating, design this form before the focus group discussion

There are many style options for a self-evaluation form Here are two
options plus a completed example

| Simple Yes/No Check Boxes
MODERATOR SELF-EVALUATION

CHECK BOXES Y N

Did I wander too much
from the topic guide? /

Did | ask any yes or no /
questions?

Did 1 avoid the question
“Why?” /

2 List of Questions
e Did I talk too much?

* Did I move the group too quickly into a new question instead of letting
the participants talk through a relevant 1ssue?

¢ Did I watch body language?
Leave space to make notes for the next time
In the example taken from the Video, a rating scale was used It 1s best to

avoid midpoints on such scales, have an even number of choices to force
your reflection on your actions as moderator

Step Six



EXAMPLE

Below 1s the evaluation form that the moderator used during the research
i Mexico

MODERATOR SELF-EVALUATION

Date February 20 Name  /eresa Ruwers

Topic _ Dwarrhea/ Treatment

I have conducted a 60-minute focus group with respondents

On scale of 1-10, where 10 1s high and | 1s low here i1s how | would
score myself

LOW HIGH
I Maintained rapport I @3 4 5 6 7 8 9 10
2 Included everyone in the discussion 0 2 3 45 6 7 8 9 10
(without serial interviewing)
3 Stayed on purpose I 2 3 @5 6 7 8 9 1[0
4 Asked questions that opened up I @3 4 5 6 7 8 9 1|0
respondents
5 Used active listening skills I @3 4 5 6 7 8 9 10
(acknowledgement, linking)
6 Probed for clarity 02 34567829 10
7 Kept my ego out of the conversaton | 2 3 4 @6 7 8 9 10

8 Did not put words in mouths of 02 3 456 7 8 9 10
respondents

9 Knew my guide well 02 3456789 10

[0 Focused on the participants, I 2
not my papers

w
N
o
~
oo
N
o
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WORKSHEETS

Self-Evaluation Form

- Design a self-evaluation form Include the things you feel are most impor-
WORKSHEET { tant to remember and improve upon as you learn to moderate focus group
discussions Do not copy the statements from the example Consider them,
Py P

but think about other points, such as doing a smooth and comfortable intro-
duction or showing empathy, concern, and respect

Date Name

Topic
Location

SELF-EVALUATION

| have conducted a complete focus group On scale of | to 10, where | 1s low
and 10 1s high, here 1s how | score myself on key things | need to pay attention to

Key Things LOW HIGH
I Il 2 3 45 6 7 8 9 10
2 l 2 3 45 6 7 8 9 10
3 Il 2 3 45 6 7 8 9 10
4 Il 2 3 4 5 6 7 8 9 10
5 Il 2 3 45 6 7 8 9 10
6 Il 2 3 45 6 7 8 9 10
7 l 2 3 45 6 7 8 9 10
! 8 ' 2 3 45 6 7 8 9 10
| 9 Il 2 3 45 6 7 8 9 10
10 Il 2 3 45 6 7 8 9 10

research Now 1t 1s time to watch the Video and review possible answers to
the questions raised at the end of the Video (see Answers to Questions)

Once you have done this, you will be ready to complete the final two steps of
this section conducting a practice focus group discussion and organizing

' You have completed the first six steps necessary to undertake focus group
i your notes from the experience
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Before doing a practice focus group, review the Skalls Section and, 1if possible,
do the exercises This will help you develop the skills you will need to mod-
erate the practice group To prepare for the practice focus group, organize a

PRACTICE A FOCUS GROUP DISCUSSION

group of six or seven people from the subgroup for which you have written a
topic guide By conducting a focus group discussion now, you will strength-
en your moderating skills

Try to find an experienced moderator to observe you and/or to go over the
findings with you If thus 1s the first time you are moderating by using the
preparation steps, do not plan to use the findings from this group As you go
through these steps in the future, you will be able to rely more confidently on
the information gathered from your focus group because you will be more
skilled 1n the process of conducting the research

Before the day of the focus group, you and the note taker should pay special
attention to these logistics

Recruit participants according to defined characteristics Remind them
of the focus group discussion by telephone, mail, personal contact, or
word of mouth

Choose a site for the group that 1s relatively quiet and private Make
sure 1t has enough chairs that can be arranged 1n a circle and electrical
outlets It 1s important that the site be accessible to the participants and
available for up to two hours (It 1s hard to predict the length of a focus
group discussion, but two hours should be a maximum )

Plan for and purchase refreshments and incentives 1if they are to be

used
Organize and test equipment and materials (e g , tape recorder, batter- The Handbook pa « 11 22
1es, and at least two blank tapes) procile athorought 't fin ot

logistical preparaticn for a

Gather or prepare samples or drafts of any materials to be pretested focu wroup

You and the note taker should become well acquainted with the topic guide
Read 1t through and practice aloud to test the wording and flow

Immediately before the focus group the note taker should do the following

Have refreshments organized,
Greet participants and collect screening forms, 1f used,

Take primary responsibility for the tape recording equipment, 1f used
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During the practice the moderator should keep in mind these two essentials

¢ The self-evaluation criteria, that 1s, what skills do I feel I need to pay
special attention to improving

* The research objectives, that 1s, what we want to learn from this group

The note taker should

* Be a keen observer and alert to how participants respond facially and
physically to different questions and comments Make notes

* Take careful notes of what participants say, with direct quotes when
possible, to capture a common or notably distinct point of view related
to the research Take complete notes even if there 1s a tape recorder

After the practice, 1t 1s important for you to reflect on the experience from
both the content and the process of your first focus group discussion The
most common way 1s for the moderator and the note taker to complete and

discuss the self-evaluation form together Highlight three things you want to
do differently next time

Another way to learn to be a more effective moderator 1s to use pictures
Close your eyes and envision what happened during the focus group discus-
sion In general, who spoke and how often? Draw a picture that you think
best represents the verbal exchange of the group

M = Moderator, Letters = Participant’s First Names

Look at the picture(s) in the three examples and consider the following

* Did the moderator fall into serial interviewing (asking the same ques-

tion to a number of participants)” How could this have been avoided?
(See example 1)

Example |

Step Seven



* Did one participant dominate the group? How could this have been
avoided? (See example 2 )

Example 2

* Did participants talk with each other? How could this be encouraged
the next ime? (See example 3 )

D
e
£
B
F
A
m
Example 3

You are now ready to orgaruze your notes

Step Seven
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STEP EIGHT

ORGANIZE YOUR NOTES FOR THE
FOCUS GROUP REPORT

Fill in the Gaps

Because conversation can be very rapid, 1t 1s unrealistic to expect a note taker
to write verbatim everything that was said during a focus group meeting
Therefore, the note taker should write the major 1deas presented and record

any of the participants’ nonverbal communication that seems particularly
important

Even when the note taker 1s taking thorough notes, 1t 1s possible that relevant
information may be left out Therefore, 1t 1s extremely important that the
note taker and moderator get together immediately after the focus group dis-
cussion (or as soon as possible on that day) to review the notes to add any
information that may be missing Thus 1s especially true 1f the moderator
and/or note taker are conducting many focus groups because 1t 1s easy to

forget important facts from the first groups and to confuse the data of differ-
ent groups

After your practice focus group, you and the note taker should do one of two
things

1 Review the notes together, or

2 Listen to the audiotape(s) of the group whule filling 1n gaps
Keep 1in mind that the quality of the notes will directly influence the outcome
of the data analysis because audiotape transcripts can never capture the sub-
tleties of the discussion Good notes are the key to successful analysis and,
therefore, to successful programs Good notes allow the individual doing

data analysis to work primarily from them and to use the audiotapes (or
therr transcripts) only as supplements

Either way, use your memory to add notes to interpret what was said

Organize the Notes

After filling 1n any gaps, organizing the notes helps you understand the data
you are finding Here 1s a method of doing so

¢ Photocopy your notes

¢ Write each of the six to eight discussion questions from your topic
guide on the top of separate sheets of paper

¢ Using saissors, cut up the photocopy of your notes and glue all the
information relevant to each discussion question on the appropriate
sheet of paper

Step Eight



s (Create new sheets labeled
with appropriate question
headings for data that does

Protocopy Cut up Copy

not fit under your existing dis- of Hotes Notes
cussion questions Try to —
group the new data by ques- -
tion or 1ssue _:_:.,
* Once you have cut and pasted
all your notes onto sheets with
headings, review the informa-
tion for each question Using i ~
the forms found at the end of = {3

this step, write a summary of
the major findings for that
question Continue until you
have written summaries for
all of your questions

Process Review

You can learn from each focus group you conduct by asking yourself the fol-

lowing questions

Duseusown
Question 1

e

¢ Are focus groups providing me and my colleagues with the kind of
information that we want, or should we be using some other research
methodology? Should we complement focus groups with other
research methods? (See Step One)

* Are the participants we selected able to give us the mformation we
want or do we need to change the participant characteristics? Do we
need to change (or pay more attention to) our screening questionnaire?
Is there some information we want from all participants that can be
gathered on the screening questionnaire? If the information 1s private
or sensitive, can we admuruster a short questionnaire at the end of the
group session’ (See Steps Two and Three )

* Do we need to change any of the discussion questions or probing ques-
tions to get the information we are trying to find? Do we need to add
new questions or delete any? (See Step Four)

¢ Do we need to change the moderator’s summary sheet or how the note
taker 1s organizing notes during the meeting? (See Step Five )

¢ Can I be more effective by changing something in my moderating
style? Can I 1mprove my self-evaluation form? (See Step Six )

Step Eight
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* Can we identify any emerging patterns that can confirm or refute any
of our assumptions about our research question?

Most of the participants said
Some of the participants said
A few of the participants said

Recognizing Patterns

As you moderate, look for similarities or patterns within key 1ssues Ideally,
you should 1dentify these patterns during the focus group discussion and
confirm them with the participants to make sure that any pattern 1s an accu-
rate interpretation of what the participants are saying If you do not spot a
pattern until after the focus group session, e g , by listening to the tapes, you
should confirm the pattern during future focus groups Here are two exam-

ples of the kind of questions that can confirm patterns suggested by discus-
sion 1n the groups

* Some of you have mentioned that you do not grve wates, soup, or breastmilk to
your children when they have diarrhea Am I understanding correctly that
you feel that children with diarrhea should not drink liquids?

* Bananas and porridge were mentioned as foods given to infants with diarrhea
How would you describe mashed bananas and porridge? What makes them
acceptable for childien with diarrhea?

Any patterns you or the note taker 1dentify (and possibly confirm) should be
brought to the attention of the person analyzing the focus group data

Cautions About Analysis and Focus Group Data

These recommendations will help you organize your research findings and
think about how the information you have learned can help you improve the
findings However, this organization does not constitute focus group data
analysis Focus group data analysis takes practice, skill, and feedback that
cannot be acquired (or provided) through a guide such as this one

Remember that data from a focus group represent only a small proportion of
the population from which you have drawn your participants Your find-
ings, therefore, cannot be generalized to the entire population Also, focus
groups are a qualitative form of research, so findings should not be presented
through numbers or percentages, but rather through descriptive terms

Step Eight



EXAMPLE

The researchers conducting the focus groups for the ORS educational film
had not intended to investigate what kind of food mothers gave to children
suffering from diarrhea But during the second focus group session, the par-
ticipants spontaneously mentioned what they fed their children during three EXAMPLE
different parts of the discussion When the moderator and note taker

reviewed their notes, they realized that food represented an unexpected and

important question As they organized their notes, they created a sheet of

paper labeled “Foods Given During Diarrhea” and, using the cut-and-paste

method, placed all their findings about food on this sheet

FOODS GIVEN D—UR]NG Dl;\RRHEA
Guwe my baby soft foods luke mashed banana
{ nover breastfeed my baby when she has datrhea
My mother-wn-taw alwaye makes thie wonderul porridge whon
any of us gete diarrhea  After eating ot for a few days, the
dearrhva always goes away
Mother sawd should not eat soup when have diarrhea
Do not need to change dist when have diarriea

* Pharmacist says you should gwe ORS

[ et way back on the amount of water my son driks

Step Eight Example 5 I
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The moderator and note taker developed the following summary after
reviewing the sheet contaning all the data about foods given during
diarrhea Here 1s how they organized their notes

SUMMARY OF FINDINGS
Location Medina Group # 8
Moderator Jeresa Ruwers Note taker Doflores Eddies

Type of Participants  Mothere of children fwe years old or less, semu-rural, not

ORS usore

DISCUSSION QUESTION FOODS GIVEN DURING DIARRHEA

Finding | Some mothers give their children banana and porridge
Participant quote supporting finding

[ gwe my baby mashed banana

My mother-wn-law always makes this wonderful porrige when
any of ug gets diarrhea ﬂl{ter eatng it for a few days, the diar-
rhea alwaye goes away

Finding 2 Some mothers do not give their children with diarrhea breastmilk
soup, or water

Participant quotes supporting finding

[ never breastfeed my baby when shs has diarrhea

My mother told me babuws shouldn't have soup when they have
dvarhea

{ cut way back on the amount of water my gon drinks
Finding 3 Only one participant mentioned ORS (Researchers interpretation
mothers who have not used ORS do not know they should give it to their

children when they have diarrhea )

Participant quotes supporting finding  nons

Data Review To Refine the Approach

After orgamizing their notes, the moderator and note taker reached the
following conclusions

» We are definitely getting the type of information we were hoping to

find, so we will continue with focus groups and do not need to supple-
ment them with other research methods (at this time)

Step Eight Example



* The participant characteristics we included 1n our screening question-
naire are helping us select individuals who can give us the information
we need We do not need to add any questions Some comments by a
few participants, however, have left us wondering whether they may
have had children die of diarrhea (which would have mfluenced some
of their answers) It1s therefore important to know from all our partici-
pants 1f they have had children die from diarrhea Since in our culture
losing a child 1s sometimes interpreted as being a sign of a careless
mother, we believe that we will get an honest answer to a question
about the death of a child from diarrhea only after we have established
some rapport with the participant and when the question 1s asked 1n
private We will ask participants individually after the focus group 1f
they have lost children to diarrhea

We also decided we need to add a few more groups of mothers who
have not used ORS when their children had diarrhea to learn more
about why they do not use 1t and how to get them to use 1t

We need to add some questions about food, such as “What do you feed
your child when he or she has diarrhea?” Probing questions about
soft/bland foods and withdrawal of liquids should also be added to
explore the potential patterns we uncovered mn our second group Last,
we want to add a question to the topic guide for mothers who do not
use ORS to explore why they do not use it If we have confirmed the
pattern that liquids are withheld from children with diarrhea, then we
need to probe to see if the mothers do not use ORS because 1t 1s

“hiquid ”

The moderator needs to encourage shy participants more and to be
careful to ask open-ended instead of closed questions

There are two possible patterns that need to be confirmed

Some mothers feed their children with diarrhea soft food (researcher’s
interpretation, bland foods may also be acceptable)

Some mothers reduce the amount of liquids (breastmilk, soup, water)
they give their children when they have diarrhea

Possible questions to confirm these patterns, and which should be
added to the topic guide, imnclude the following

Bananas and porridge were mentioned as foods given to infants with
diarrhea How would you describe mashed banana and porridge?
What makes them acceptable to give to chuldren with diarrhea?

Some of you have mentioned that you do not give soup, breastmilk or
water to your children when they have diarrhea Am I understanding
correctly that you feel that children with diarrhea should not drink
hquids?

Step Eight Example
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WORKSHEET

Organizing Your Notes

Use the following sheet to help you summarize your findings after dividing

your notes Use one sheet for each of the discussion questions you identi-
fied

Location Group #
Moderator Note taker
Type of Participants

DISCUSSION QUESTION (or questions)
Finding 1

Participant quote supporting finding |

Finding 2

Participant quote supporting finding 2

Finding 3

Participant quote supporting finding 3

Possible Pattern

Step Eight Worksheet
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Answers to Questions Raised in The Video
Introduction

This part of the Guide 1s to be used with the Video included in the kit The
Video 1s a dramatized portion of a focus group, divided mnto four progressive
stages

| Introduction

The moderator explains a focus group, the moderator and participants
mtroduce themselves

2 Rapport Building
The moderator puts participants at ease and gets them talking
3 In-Depth Discussion

The participants share their thoughts on the discussion topic

4 Closure
The moderator summarizes the discussion and thanks the participants

Before using this part of the Guide, watch the complete Video once, includ-
ing the clips that follow 1t on the cassette Pause where indicated Questions
are presented at each pause to help you think about key moderator skills and
common pitfalls

Warning In the early part of the Video, the moderator 1s referred to as a dis-
cussion leader The suggested responses mentioned m the Video are includ-
ed in this section of the Guide, not in a separate pamphlet

Consider each question as it appears on the screen Then go over the sug-
gested answers to that question provided on the following pages Work
through each question in this way See the appendix for recommendations
on using the Video in a workshop setting and to clarify terms used

You may want to watch the Video again before you moderate your first few
focus groups It can serve as a review of skills you need to keep in mind

The Video 1llustrates the use of focus group discussions for pretesting materi-
als Remember that you may use focus groups for other purposes The over-
all style and process, however, should be the same

Answers to Questions Raised in The Video Introduction
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Questions

1 What arc some othci
Issues i parficipant
selection?

2 Houw could Tercsa
mmproce s mtioduc
tion and operning
questiois’?

3 How could Teresa
have improced the
rapport-building
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4 What could Teresa
hatc done diffaiently
m exploring the

gioup s reactions to
the ORS packet?

5 Inaddition to ~crial
mtercicwmny what
clse did Toresa do that
thibtted the concer
sation and what
could <he hace done to
imiproce te partic
pants responsc’?

6 What are <onu things
that Toresa did Hhat
contributed to slowmy
doan the group mter-
action and responses?
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What can Teresa do to
continue the group
dynanuic and get more
1 deptls infor mation
on the impor tant topic
of darthea and dehy-
dration?



8 What arc the potcntial
disadvantages of
qioing fociis group
pattiapants a break?

9 What can a modcrator
axpeet a typreal qroup
closure to be hke?

10 What 15 the appro
priatc way to handl
pai ticipant questions
that come up during
the group?
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In the focus group discussion shown in the Video, mothers are reacting to
materials intended to help women like themselves learn to use oral rehydra-
tion solution when their children have diarrhea Their negative reactions to
the pretested materials proved invaluable to the creators of the spots The
core message, “Let your child’s diarrhea flow,” was rejected and another
version of the spot was produced The negative reaction to matenals or
concepts presented during focus groups can be effectively used to reexamine,

discard, or shape 1deas When you watch the Video, try to concentrate on
process, not content

Answers to Questions Raised in The Video Introduction



WHAT ARE SOME OTHER ISSUES IN

PARTICIPANT SELECTION?

QUE 1ON

It 1s important to get the right number of participants in a group no
fewer than six and no more than ten You may find 1t easier to encour-
age and maintain everyone’s mnvolvement in the discussion with a
small group (six to seven people)

Invite more participants than necessary If you get more than ten, you
have several options (1) split the group, recruit two extra note takers,
and ask the original note taker to moderate half of the group in another
room, (2) thank the latest arrivals for coming, give them any incentive
you were going to distribute, and ask 1f you may contact them for
another discussion if one 1s planned, or (3) where the participants are
literate, give the last to arrive a copy of the discussion questions and
ask them to write responses

B8 t:}h -
WHAT ARE SOME OTHER
ISSUES IN PARTICIPANT
SELECTION?

It 1s best 1f group participants do not know one another or the modera-
tor At the very least, avoid personal connections that might inhibit
open and honest discussion

It 1s best to recruit participants objectively by using a list of criteria to
find people with different points of view and experiences

Make sure everyone 1n the group 1s similar with respect to factors that
may 1nfluence the discussion, such as sex, age, and experience For
example, 1f you are doing focus groups on pregnancy prevention, sepa-
rate young teenagers from older ones, girls from boys, and those who
have been (or are) pregnant from those who have never been pregnant
If participants are uncomfortable with others in the group, discussion
may be stramned

Everyone should have similar experiences with respect to the topic you
are exploring If, for example, you wanted to learn how mothers mix
ORS after their visit to the local health clinic, you might choose partici-
pants for one group from those who have used ORS 1n the past six
months and have taken children to the health center during that period

It 1s best 1f participants have simular status, education, and social posi-
tions Otherwise, some may dominate the discussion For example, m
a group about healthy nutritional practices, those with lower social sta-
tus may defer to those with higher status This might mean that you
would hear what participants feel they should think or do, not what
they really think or do

For further information on

Participants should be screened for fluency in the language or dialect
participant dection read

you are using You may want to talk with each participant before the Determmm the Foi

group begins to assess and ensure adequate fluency Group Compo thon pa s
12 16 1 the Handbook and
Step 2 pages 15 20

Question One 59



HOW COULD TERESA
IMPROVE HER
INTRODUCTION AND
OPENING QUESTIONS?

Sec the Skill Scetion pases 89
94 Asking Questions with
Carc and pagcs 78 82

Recog nrzins, Nonuvcr bal
Conmunealton

For further imformation on the
mlroductions m a focus gronp
read  Modcrator s Openig
pases 40 m the Handbook and
Step 4 pages 27 36
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HOW COULD TERESA IMPROVE
HER INTRODUCTION AND OPENING
QUESTIONS?

Encourage the participants to express their points of view, even if they
disagree with one another

Explain that the session 1s being recorded and notes are being taken
because the information being gathered 1s so valuable that nothing
should be lost

Draw the participants out and raise the level of enthusiasm with stimu-
lating (but not too prying) questions, such as “What 1s the name of your
youngest child, and how did you select that name?”

Start the discussion by telling something personal about herself (e g,
number of children, husband’s name), but being careful not to share
anything that would reveal her opinion of the research topic

Wait for a participant to volunteer to speak instead of selecting some-
one This helps establish the moderator as a guide, not a leader of the

group
Use more nonverbal responses, such as leaning toward the participants
and smiling This shows she was receptive to what the participants had

tosay Avoid showing agreement or disagreement with any comment

Relax If the moderator 1s visibly nervous, it may cause the group to
feel nervous as well

Question Two



HOW COULD TERESA HAVE IMPROVED
THE RAPPORT-BUILDING PHASE?

Invited participants to share personal experiences, without forcing
mntimacy For example, Teresa could have opened with “Tell me about
your child’s health,” or “Tell me about the last time your chuld was 11l ”
Instead she says, “Let’s start by talking about the health of your chil-
dren ” She then asks, “How have they been?” The question 1s so com-
mon that people give a routine response, such as “fine,” without really
thinking

Used open questions, such as, “Tell me about your child’s health,”
rather than closed questions such as, “Can anyone tell me what the last
illness was that your child had?” Closed questions are usually meffec-
tive because they elicit only one- or two-word responses and do not
generate discussion among participants

Allowed participants to complete sentences or thoughts without inter-
ruption New moderators like Teresa who are eager to get to the core of
their subject often interrupt This interferes with rapport because 1t
makes participants feel that what they have to say 1s not important

Waited to see if the group introduces a concept before mtroducing 1t
herself

Encouraged everyone to speak at least once in the first 10 minutes If
this 1s not done, participants tend to fall into such lasting roles as listen-
er or dominant talker This makes 1t difficult to effectively moderate
the group

Question Three

6l

HOW COULD TERESA HAVE
IMPROVED THE RAPPORT
BUILDING PHASE?

See the Skill Section pages
106 117 Encouraging
Participants To Interact and
page 89 94 Asking Questions
with Care

For further mformation on the
rapport building phase read

Stage 1 The Warm Up
page 40 in the Handbook For
a thorough discussion of mod
erator technigues useful at all
stages read Section 5 pages
29 33 m the Handbook



WHAT COULD TERESA
HAVE DONE DIFFERENTLY
IN EXPLORING THE
GROUP S REACTIONS TO
THE ORS PACKET?

Sce the Skill Scehion pages 95
99 Probing for Morc

For furlher mformation on
probmng read Stage Il The
Body of the In Dcpth Tocuscd
Discussion  page 41 1w the
Handbook
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WHAT COULD TERESA HAVE DONE DIFFERENTLY
IN EXPLORING THE GROUP’S REACTIONS TO THE
ORS PACKET?

Asked other group members’ initial impressions to the packet before
probing For example, she could have asked, “Does anyone have any
other 1deas about what the packet 1s trying to do?” This 1s important
because one participant’s answers to probing questions can easily influ-
ence others’ comments and their real opinions will not be revealed

Allowed for silence  Many moderators tend to jump too quickly to new
topics, fearing that they will not cover everything or that silence will
bring tension Trust the group to (almost) run 1itself

Probed 1n the spirit of mutual exploration, being careful not to force a
deeper level of explanation 1if you sense people are uncomfortable with
thatlevel “What about the packet? Is it trying to tell you something?”
and “How 1s 1t trying to help?” are effective probing questions They
help to highlight the participants’ own reasons why they like some-
thing or feel the way they do

Asked for different points of view “Who disagrees with that?” Be
careful, however, not to set up confrontation For example, avoid

asking questions such as “Who disagrees with Caby?”

Gotten opinions about the package from other participants before
changing the subject

Question Four



IN ADDITION TO SERIAL INTERVIEWING, WHAT
ELSE DID TERESA DO THAT INHIBITED THE
CONVERSATION AND WHAT COULD SHE HAVE
DONE TO IMPROVE THE PARTICIPANTS’
RESPONSE?

Encourage conversation among participants Their comments and
questions to each other often reveal the most interesting and heartfelt
1ssues Serial mterviewing (asking the same question of several partici-
pants, one after the other) inhibits stimulating cross conversation

Not put uncomfortable participants on the spot by singling them out,
although these individuals should be gently asked to express their
thoughts

Use open-ended questions, such as “What did you think of the video?”
rather than closed-ended and threatening questions such as, “Ihd you
learn anything new?”

Probe without questioning a participant’s own store of knowledge For
example, ask “Did the spot give any information that might be new to
mothers?” mstead of, “Did you learn anything new?”

Probe without requiring personal negative comments “What do you

think other women like you would think?” rather than, “What do you
think,” 1f participants seem uncomfortable with saying negative things

Question Five

IN ADDITION TO SERIAL
INTERVIEWING WHAT ELSE
DID TERESA DO THAT
INHIBITED THE
CONVERSATION AND
WHAT COULD SHE HAVE
DONE TO IMPROVE THE
PARTICIPANTS RESPONSE?

See the Shill Section pages
106 117 Encouraging
Participants To Interact pages
89 94 Asking Questions with
Care and pages 95 99
Probing for More

For more information on par
tictpant response see Section
8 page 48 1n the Handbook



4
QUE@ON

WHAT ARE SOME THINGS
THAT TERESA DID THAT
CONTRIBUTED TO
SLOWING DOWN THE
GROUP INTERACTION
AND RESPONSES?

Sce the Skl Section pages 89
94 Asking Questions with
Cate and pages 38 88
Listenung Effectively

WHAT ARE SOME THINGS THAT TERESA DID THAT
CONTRIBUTED TO SLOWING DOWN THE GROUP
INTERACTION AND RESPONSES?

Teresa asked two questions in one “Was there anything that you didn’t
like or maybe didn’t understand?” This confuses participants They do
not know which question to answer Pause and decide on a clear, sin-
gle-1ssue question before starting to talk Also, both the questions
Teresa asked could only be answered with a yes or no, further inhibit-
Ing responses

When she did not get a response, she switched to a new question and
jumped to a new topic Observe the group’s reaction to this and decide
1f 1t 15 best to move on or try a new way to encourage participation

Teresa may have undermined participants’ self-confidence by asking
them what they “did not understand” rather than asking if the material
or message was unclear

Simuilarly, she may have imphed judgement by asking “Why?” An
experienced moderator may have used nonjudgmental questions, such

as “Tell me more about that?” or reflective listening, instead of asking
Ilwhy'?”

She did not allow time for silence There are many possible explana-
tions for a normal lag 1n conversation Besides feeling confused or
intimidated, participants may be getting tired They may have so much
to say that they do not know where to begin They may simply need
time to consider something they have never thought about before 1t
would be better to take a break in the circle or leave time for relaxed
silence

Questton Six



WHAT CAN TERESA DO TO CONTINUE THE

GROUP DYNAMIC AND GET MORE IN-DEPTH

INFORMATION ON THE IMPORTANT TOPIC OF QU E; ON
DIARRHEA AND DEHYDRATION?

A

* Teresa could encourage debate by asking group members to react to
what others have said For example, after one participant says, “It
helps get the bad stuff out,” and another responds, “No way, diarrhea
1s dangerous,” Teresa might address the group this way “So diarrhea 1s
good, but 1t 1s also dangerous?”

* She could use body language (such as looking at and leaning toward a

group member to encourage her participation) to get others involved in . ;
the discussion WHAT CAN TERESA DO TO

CONTINUE THE GROUP
» After all group members have given their opinion on the 1ssue (or DYNAMIC AND GET MORE
material), Teresa could begin to probe for underlying meanings For IN DEPTH INFORMATION
example, she could ask the following questions ON THE IMPORTANT
TOPIC OF DIARRHEA AND
“What do you mean by dangerous?” DEHYDRATION?

“In what way 1s 1t dangerous?”
“What about 1t 1s dangerous?”
“Dangerous?”

Here are some general pointers

* When you moderate a discussion on a topic about which the partici-
pants know much more than you, research 1t so that you do not waste
time during the discussion asking participants to explain factual
information For example, before moderating a discussion among staff
members about service delivery mn their health promotion program,
famiharize yourself with the internal policies of that program

* As a moderator, you will inevitably hear comments you do not under-
stand Do not pretend to understand because you may (1) draw
mcorrect conclusions about the topic, (2) miss an opportunity to expand
the focus of your research, or (3) give the participants the impression
that you were not listening when you mistakenly refer to what they
said Instead be honest and ask for a brief clarification of what was
said For example, “Let me be sure that I got this The policy 1s X, but
you feel 1t should be changed to Y? Is this correct?”

Question Seven 6 5



See Step 8 pages 48 54 foi
moie mformation on linking
and the Skill Section pages
78 82 Rccognizing
Nonverbal Communication
pages 95 99 Probing for
Morc and page 89 94 Asking
Questions with Carc

For additional moderating
tactics see Stage I The Body
of the In Dcpth Focused
Discussion on page 41 in the
Handbook Furthcr cxplana
tion of inking and rewcaving
1s offercd on the same page
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* Recall comments participants have made that are relevant to each other
and to the research For example, “Several of you mentioned the words
fear, afrmd and scared during our discussion Let us talk more about
these feelings ” Thus 1s known as linking

¢ To get the whole group to talk about 1t, reintroduce a relevant and
mmportant 1ssue participants have raised “Earlier many of you
mentioned that you felt hospital staff members were rude Let us talk
a bit about how we feel when people are rude to us ” This 1s known as
reweaving

Question Seven



WHAT ARE THE POTENTIAL
DISADVANTAGES OF GIVING FOCUS
GROUP PARTICIPANTS A BREAK?

It can be difficult to get the group dynamic started agam

It 1s hard to get everyone back together at the same ime Some partici-
pants may get bored wairting and leave This 1s one reason to give par-
ticipant incentives after the group session 1s finished

Often the richest data come at the end of a group session Stopping the
group when the conversation 1s flowing can be counterproductive

If you do take a break, remember that any conversation can be extreme- WHAT ARE THE POTENTIAL
ly relevant to key research questions The note taker may keep the tape DISADVANTAGES OF
going during the break and again after the formal closure of the discus-
sion to capture conversation

GIVING FOCUS GROUP
i PARTICIPANTS A BREAK?

See the Skill Section pages
106 117 Encouraging
Participants To Interact

Question Eight 67
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WHAT CAN A MODERATOR EXPECT A
TYPICAL GROUP CLOSURE TO BE LIKE?

The moderator should try to summarize the group members’ points of
view on key 1ssues to (1) check his or her interpretation of what partici-
pants said, (2) clarify doubts, (3) note 1ssues on which there was group
consensus, and (4) note where differing opinions were expiessed

Linkages and patterns may be difficult to identify and describe

The group closure should start 15 minutes before the scheduled ending
time so participants have a chance to voice agieement, disagreement, or
additional thoughts There may not be a consensus of group opinion,
and closure may actually stimulate more discussion

The note taker should be invited to contribute to the discussion using
the notes of what was said

What one participant said should not be singled out, and the moderator

should not quantify how many people agreed or disagreed with a cer-
tain conclusion

The participants should be told that the summary 1s what the modera-
tor understood from them, not the moderator’s own point of view It 1s
not a lesson about what 1s right with respect to the 1ssues discussed

A note should be made of 1ssues that ought to be added or explored

more deeply in future focus groups or other research Ask the group
members their opinion about this

Question Nine



WHAT IS THE APPROPRIATE WAY TO
HANDLE PARTICIPANT QUESTIONS
THAT COME UP DURING THE GROUP?

* Redirect the question to the group If the participant’s question 1s a
request for the moderator’s personal opinion on the group discussion
topic, this will assure all the participants that 1t 1s their opinions that are
important, not those of the moderator Assure participants that techn-
cal questions will be answered by the moderator after the group discus-
sion has ended

¢ Invite an educator to visit the group at the end and answer questions
Or, 1f you have the background, you may want to respond to questions
or apparent misinformation among participants once the session 1s
over

¢ Make a note of questions, concerns, or misinformation (a participant’s
comment presented as truth) that occur during the session After the
session, go back to these and share factual information (not opinions or
emotions), distribute informational materials, or refer the participant to
a reliable source You may need to send the information to participants
1f you were not prepared for an 1ssue that arose

¢ After the discussion 1s completed, distribute brochures and other hand-
outs as resources It 1s always useful, as well as ethically important,
that sensitive and difficult topics are handled by providing participants
with as much information as possible

You have completed your study of the key elements in moderating focus
groups as shown in the Video In Step Seven, you will apply these elements
in your practice to build your own skills The next section will also help you
do thus

Question Ten

Ql%l’ilss{ifrlgtﬂ’)N
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WHAT IS THE APPROPRIATE
WAY TO HANDLE
PARTICIPANT QUESTIONS
THAT COME UP DURING
THE GROUP?

For furthcr mformation on
strategtes for handling the
questions <ec The
Questionng Respondent pase
49 111 the Handbook
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information and Exercises for

Improving Moderators’ Skills

Introduction

To be an effective moderator, you will need practice and feedback on your
work from an experienced moderator If you master the skills on the follow-
ing pages, you will learn to moderate more quickly and effectively The
challenge 1s to understand the skull, practice 1t, and apply 1t

Each of the following eight skill areas 1s ordered so that 1t builds on the ones
before For each skill, you will find (1) an overview, and (2) group exercises

For most skills, there are options for different exercises Each exercise uses
an experiential learning approach Choose the exercises that you think would
work for your group

If you are using this kit by yourself, read the overview of each skill and try to
get a group together to do the exercises for the skills you feel you need most
to improve Practice and discussion are the best ways to learn

If you are a workshop leader, see the Appendix for specific suggestions on
how to prepare for these group exercises and fit them into a workshop sched-

ule

The materials you will need for the exercises include a flip chart, markers,
paper, cards, and tape

Information and Exercises for Improving Moderators Skills Introduction
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FINDING Finding Similarities and Differences

SIMILARITIES

AND OVERVIEW

DIFFERENCES

Good researchers are like drivers  They think about where they want to go
and then decide on the best route to get there You could put a group of peo-
ple in a room and tell a researcher that you want to know how many people
like their job The researcher would probably do a survey, asking each per-
son one by one, “Do you like your job?” Then the researcher could give you
what you asked for a quantitative description of the group (13 of 50 people
say they like their job)

But 1f you told the researcher you wanted to know how the people in the
room felt about their work, the researcher would probably try to answer
your question by using interviews or focus groups The researcher would
ask such questions as, “Tell me about your work,” or “How do feel about
your work? What do you like? What do you dishike?” After asking such
questions, rather than telling you how many people in the room like their
work, the researcher could describe overall similarities and differences
among the group a qualitative report (most of the people felt that their work
some of the people  a few felt very strongly that )

How Moderators Use This Skl

Like the second researcher above, your goal as a focus group moderator 1s to
understand similarities and differences among the participants How did
most participants feel?> How did most participants react?> Why do some par-
ticipants think one thing and others disagree?

With practice, you will become better and better in finding similanties and
differences among participants You use thus skill in at least two ways

¢ To summarize what came out of a group before concluding the
discussion

(Eg ., So, tell me if my impression 1s correct Most
of you feel your work 1s challenging )

¢ To write a summary report on the focus group
(E g, Most of the women 1 this group felt that

thewr work 1s challenging, but some felt that men in
their office are grven more challenging work )

74 Skill  Finding Similarities and Differences Overview



GROUP EXERCISES

Select one of the exercises below Introduce it by explaining to workshop
participants that they will learn and practice an important skill for focus
group moderators, finding similarities and differences within a group In
this exercise, participants will identify similarities and differences among
themselves as a way to practice the skill Briefly describe the skill and ask
participants whether they have used this skill to moderate focus groups

Conclude the exercise(s) by distributing the overview of the skill to each par-
ticipant Give them time to read 1t Discuss the skill and answer any ques-
tions they may have about using the skill to moderate focus groups

Option | Walk Around and Find Out (approximately 45 minutes)
1 Ask the participants what they would like to know about the other

people 1n the workshop Write the points on a flipchart or large sheet
of paper

INCNEONONLONNENONNNECNEONN
y NN S S R I B R S A R A S
What We Want To Know About Each Other

Example ow many people have partespatsd
o focus groups before?

Example What bund of work does everyons do?

2 Next, invite everyone to pick one of the items on the list and take 1t as
their responsibility Explain that they will have about 10 minutes to
walk around and mterview others As they do thus, each person should
find out as much as he or she can about the item from the others

3 After they have collected this information, ask everyone to sit alone and
summarize what they found out They should note similarities and dif-
ferences in the group, using phrases like “most of us “ or “some of
us ” (e g, most of us have seen focus groups before, but only a few of
us have tried to moderate them)

4 Encourage the participants to look for the ways their responses to ques-
tions are similar, even 1f the responses seem different at first glance
(e g , everyone mught work 1n a different organization, but all their
work may be related to serving people in the community) Explain that
focus group moderators have to look at what people say in more than
one way to find a common thread Discourage the participants from
using numbers 1n their summaries (e g, six of us have seen focus
groups, but only two have moderated one) Explain that this 1s impor-
tant because, as focus group moderators, they will need to avoid
quantitative summaries

5 Ask each person to take one minute to present a summary

Skill Finding Similarities and Differences Exercses
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Option 2 Small Groups (approximately 50 minutes)

1 Create groups of five to six people Ask each group to find out as much
as 1t can about what the members have in common, using whatever
process or questions they wish They can consider any aspect of them-
selves (e g , background, goals, concerns, work life, home life) or any

aspect of their work environment (e g, daily responsibilities, training,
likes, dislikes)

2 Ask the groups to consider what their members have in common and to
record their findings on flipcharts or large sheets of paper

INCNONONEONNONCONON NN NN
7 7/ Y VY VY A A B A

What We Have in Common

3 After 10 minutes, ask the groups to consider what 1s different among
their members and record what they learn

ENCNIONONONNEONEONEININEONONY
T 7 77
How We Differ

4 After 10 minutes, have each group describe itself to the other groups

| Each should describe what its members have in common and how they
’ differ using terms like “most of us ,buta few " or “some of us , but
others ” See Option 1, point 4 for more mstructions to a group

76 Skill - Finding Similarities and Differences £ rai«



5 Ask all groups how members could use what they learned to help each
other in their future work

CNNONONEONEONNEONEONINN NN N NN N N N
/ / 7 VA / 7 ;7 7 7 S 7 7 / 7 Y

How We Can Help Each Other in Our Future Work

Skill  Finding Similarities and Differences Exercises
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Recogmzing Nonverbal Communication

RECOGNIZING
NONVERBAL

COMMUNICATION OVERVIEW

All of us communicate without using words This type of communication
often speaks louder than our words, even though such communication 1s so
subtle that most of the time we are not conscious of it Nonverbal communi-
cation includes the kind and amount of eye contact, other facial expressions,
the way we sit or stand, and movements of the hands, body, or head It also
includes the tone of voice we use

It 15 relatively easy to control our verbal communication We can do nothing
about nonverbal signals, however, until we are aware of them and become
skillful in interpreting their meaning

Recognizing Nonverbal Actions

¢ Posture The way we hold our bodies can convey that we are interest-
ed in what a participant 1s saying and give confidence to shy or hesitant
participants  We can, for example, lean toward them 1n a friendly and
encouraging way If our posture 1s stiff or cold, we may discourage

them from speaking or indicate that they should wait for permission to
speak

Participants may hold their hands over their mouths or wrap their arms
around their bodies, indicating discomfort and reluctance to speak or
disagreement with the person who 1s speaking

* Facial expressions Head and facial movements are probably the clear-
est indicators of attitudes toward others With these movements, we
can convey positive or negative emotions, doubts, or agreement
Shaking the head can be negative, nodding can be positive A friendly,
questioning expression can encourage discussion Eyes show our level
of interest and respect for what others are saying Often, new modera-
tors show shock or discomfort on their faces because of an opinion,
term, or belief expressed by a participant This quickly inhibits discus-
sion and limits the value of the data being collected

| Participants may show enthusiasm, concern, disbelief, or sorrow

| through their facial expressions during the discussion These are impor-
| tant clues to their feelings about the research topic and should be noted
| as part of the data being collected

* Hands or bodies A moderator can use hand movements effectively to
| encourage discussion among participants Often, members of the
! group will speak directly to the moderator as the leader of the group
By gently gesturing toward another member, the moderator can often
direct a speaker’s gaze and comments to another participant, slowly
discouraging a person from relying on the moderator to give “permus-
sion” to speak

78 Skill  Recognizing Nonverbal Communication (1



How Moderators Use This Skill

Sensitivity to these nonverbal signs will help you moderate in two ways

(1) you can use nonverbal signals to encourage participants to enter freely
into the discussion, and (2) you can observe the nonverbal signals partici-
pants give so that you can understand what they are really saymg and think-
ing about the topic under discussion You can pick up their feelings of
discomfort, embarrassment, anxiety, excitement, or enthusiasm and use them
to mterpret what the participants say

It will be important for you to decide what nonverbal signals work best in
your culture to encourage discussion, show respect for others’” opinions,
welcome new 1deas, and remain nonjudgmental about what you hear Are
some nonverbal cues between members of the same sex different from those
between members of different sexes? You will need to decide these things
before you begin moderating your first focus group You will also need to be
aware of your own as well as the participants’ nonverbal actions during the

group

Skill  Recognizing Nonverbal Communication Overview
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RECOGNIZING
NONVERBAL
COMMUNICATION

EXERCISES

GROUP EXERCISES

Select one of the exercises below Introduce 1t by explaining to participants
that they will learn and practice the important moderator skill of nonverbal
communication

Perform the exercise and conclude 1t by distributing the overview of the skill
to all participants Give them time to read 1t Discuss the skill and answer
any questions they may have about the use of the skill to moderate focus
groups

1

Option | Silent Partner (approximately 30 minutes)

1 Ask participants for examples of different ways people communicate
with each other Note what they say on a flipchart or large sheet of
paper Add to what they say to make the list more complete

CNCONONLONNONEONON NN NN
Y / Y VR Y / 7 7/ VA

Different Ways We Communicate

Vouce Eye contact
Body tanguage Facial expression
Words Others

Gestures

2 Ask the group to form pairs One person 1n each pair should talk for
five minutes about an individual problem or concern The person’s
partner should try to communicate interest and understanding and
help 1in any way desired, except verbally The partner may not speak’
The pairs will then switch roles and repeat the exercise The second
partner should talk about an entirely different problem

3 After five minutes, stop and allow two to three minutes for the pairs to
talk freely

4 Discuss the exercise with the group Consider the following
* How did 1t feel to talk for five uninterrupted minutes?
* How did 1t feel to be prevented from talking?

* Did you feel that your partner understood you? How did you know?
(E g , expression, body movement, eye contact)

¢ Did anyone feel helped?” Why or why not?

e Why 1s silence so difficult to tolerate?

80 Skill Recognizing Nonverbal Communication Exercise



What specific body behaviors communicate understanding and
support? (E g, “"Mmmm,” eye contact, leaning forward)

What happens when nonverbal behavior does not match the verbal
message? (E g, confusion, uncertainty, mistrust)

Give examples of contradictory verbal/nonverbal messages (E g,
saymg “yes” while frownung)

5 Apply these thoughts and feelings to your role as focus group modera-
tor Consider what examples of negative nonverbal communication
you should generally avoid when you moderate

Nodding too much (giving the impression that you agree)

Looking away from a speaker (discouraging this person from
continuing to talk)

Acting impatient
Acting distracted
Permutting interruptions

Smiling or frowning at mappropriate moments (judging or showing
disrespect)

6 Ask what nonverbal commurications moderators should use to encour-
age participation and put people at ease

Showing an attentive but unintimidating facial expression and body
posture (E g , leaning toward the group when encouraging people to
talk)

Sitting back and looking around the circle when trying to keep partic-
1pants from talking directly to you

Nodding or smiling shightly to encourage someone to share an
opmion

Giving appropriate empathetic expressions (E g , a sad face when
listening to a sad story)

Skill Recognizing Nonverbal Communication. Exercises

8l



Option 2 Feelings Charade (approximately 20 minutes)

1 Spark debate by asking group members if they agree or disagree with
the statements shown on the flip chart

INONSNNEONEONNEONEONEONONONONON NN NN N
Y A R L A A E A B A A A A R R R A A
Agree/Disagree

Most people feel uncomfortable expressing theur feelings wn worde

You can learn more about peoples feelings from theur nonverbal
movements than from what they say

2 After dividing the group into pairs, have the members of each pair tell
each other about a time they were misunderstood or they misunder-
stood what someone else said Have them ask each other how atten-
tion to nonverbal clues could have helped 1n better understanding

3 Ask for volunteers to act out different emotions before the group
They may use expressions and body language, but no words or vocal
expressions Here are some suggestions for an emotion or mood

* Anger ¢ Boredom ¢ Happiness
* Frustration ¢ Disgust ¢ Fear
* Disinterest e Grief * Joy

4 Ask the other participants to guess the emotion or feeling being acted
out

5 Review the acting/guessing by asking whether 1t was dafficult to
mterpret emotions without a verbal explanation

6 Ask the group how a moderator can make sure of learning from partici-

pants’ nonverbal communication, and then enhance their answers with
the following

» Watch constantly for nonverbal clues by the person talking
* Listen to tone of voice

* Look for discrepancies between what participants say and the clues
they send with their bodies

¢ Look around the group using peripheral vision and short glances to
see the body positions and facial expressions of people who are not
talking If appropriate, encourage them to discuss what you read
from their nonverbal commurnucation
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Listening Effectively

LISTENING
OVERVIEW EFFECTIVELY

Effective listerung 1s a fundamental part of effective moderating If you do
not listen carefully and consistently during a focus group, several things may
happen

* You might miss a good opportunity to get at the heart of your research

E g, Some mothers show warmth in thewr tone of
voice when describing the way the mother and child
are pictured in the spot you are testing  You could
easily miss this if you do not listen carefully You
would not find out that mothers respond best to
spots showng mothers gazing mto their baby’s eyes

* You might leave participants feeling excluded, or worse, offended
because you ignored something they said Thus 1s especially true if they
shared something personal or private

E g, A mother’s voice falls as she talks about taking
her child to the doctor after several days of illness
You muss her guilt and worry that she waited too
long You upset her by probing to learn more about
it

* You might leave the discussion with the wrong impression because you
missed what participants really said or thought you heard something
you did not

E g, A mother shyly mentions that “people” say
that vaccinations cause sterility  You nod and
explore this with the group You are listening to
someone else talk about forgetting an appomtment
You conclude that mothers do not go for vaccina-
tions because they forget You muss the thought that
some mothers do not go because they are afraid You
do not clarify this point after the session, leaving
others thinking that you have agreed with the par-
tictpant that 1s afraid of sterility

Hearing Versus Inferring
What you hear 1s what people actually say with words What you infer 1s
what you think they said based on their words, their nonverbal signals, and

your own previous impressions and experiences As a moderator, 1t 18
important for you to distinguish between what you hear and what you mnfer
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During the focus group discussion, you may repeat what you heard, using
participants” actual words This helps to get a participant or other members
of the group to talk more about something mentioned during the discussion

E g, Soyou said you were wotried when the fever
started

Reflect on what you inferred Use your own words to tell participants what
you think they were trying to say Thus helps to get the group to confirm or
clarify your impressions Along with the words you are reflecting the emo-
tional content of what was said

E g, It sounds like you were frightened when that
happened

After the session, as you organize your notes, you should take notes on what
you actually heard people say You should also take notes on what you
inferred from what they said This can be useful when the focus groups are
analyzed in their entirety

Warning Be careful to check yourself Make sure the data analyst knows
when your personal impressions influenced what you heard (E g, I felt that
the mother was frightened)

Pointers for Listening Well

* Keep your mind centered on the speaker Try to put yourself in the per-
son’s place and understand what he or she 1s thinking and feeling

* Maintain a nonjudgmental expression as you listen

* Talk only when necessary to clear up a confusion or move the discus-
ston along If someone 1s talking too much, find an opportunity to
gently mterrupt

* Watch participants’ facial and body expressions

* Allow silence People need time to think about what they will say You
need time to think about what you heard Waiting for someone 1n the

group to speak rather than filling the silence can also be very effective

1n encouraging speech as can using supporting sounds, such as
“Aha aha ”

* When you do not understand what someone said, you may clear up the
confusion by trying the following

Ask a nonleading question

E g, Could you tell me more about that?
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Repeat their words and pause

Say what you think they said (words plus emotional context) and
pause

How Moderators Use This Skill

Effective istening during a focus group takes considerable practice You
have to balance listenung skills with your job as moderator

* Interrupting 1s sometimes important because one focus group partici-
pant could dominate the group The moderator can still be a good
listener by acknowledging what the person 1s saying and gently
suggesting that other participants join in the discussion

E ¢, Excuse me, Aida You mentioned something
very mteresting earlier and I would like the group to
get back to it How do others feel about vaccinating?

* You have to listen to one person while being aware of what else 1s
happening in the group You should ask that only one person talk at a
time (to help you and to catch everything on tape) You still have to be
thinking while someone 1s talking how thus 1s simular to or different
from what you have been hearing, how other people are reacting to
this, and whether anyone 1s uncomfortable and why You also need to
think where you should go from there 1n the discussion to learn more
about 1ssues of interest to the research

Skill  Listening Effectively Overview
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GROUP EXERCISE

Select one of the exercises below Introduce 1t by explaining to participants
that they will learn and practice an important moderator skill listening
Briefly describe the skall

You may want to catch their attention by asking them to stop and listen
Allow one to two minutes of silence Periodically ask, “Are you listening?”
Ask participants what they heard Explain that they already know how to
listen, but usually donot This exercise will help them listen more attentive-

ly, not only as focus group moderators but also as listeners in their everyday
lives

Do an exercise  Conclude 1t by distributing the skill overview to the partici-
pants Leave enough time for them to read the overview and to ask whether
there are any questions about the skill or using 1t to moderate focus groups

Option |  Hot Topic (approximately 60 minutes)

1 Have the group pick a topic that everyone seems to have an opinion on,
such as a local political 1ssue

2 Take the group members to a quiet space and let them get comfortable
Explain that you would like them to talk about the hot topic This 1s
not a focus group at all It 1s just a discussion similar to one that people
have at a party Group members should listen to each other and

express their own opinions on the topic Everyone should talk at least
once, but no more than twice

3 After 20 minutes, stop the discussion and bring everyone back to the
workshop room

4 Duscuss the difference between hearing and inferring Write the follow-
ing questions on a flipchart or large sheet of paper and ask one member
of the group to record the answers

* What did you hear during our hot topic discussion?

E g, I heard Jaime say, ‘Voting 1s a waste of time
No one I ever vote for wins ”

¢ When no one has anything to add, ask, “What did you infer from the
hot topic discussion?”

E g, I mnferred that Jaime really does believe in
voting because of the tone of his voice and because
all his comments suggest he votes whenever he can
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¢ When no one has anything to add, ask the group to “correct” what
others said, that 1s, come to agreement about what was actually said
Ask people to react to what was mferred

E g, Jaime agrees he does believe 1n voting and was
being sarcastic with his first comment

¢ Ask the group to complete the sentence, “I could have listened better
during this discussion 1f ”

E g, Iwasn't thinking about my own opinion at
the same time

5 Ask everyone to review pointers for effective listening According to
your own cultural tradition, revise the list so that everyone agrees these
are appropriate pointers to keep i mind when trying to listen well

Option 2 Two Talkers and a Listener (approximately 45 minutes)

1 For thus exercise, review and discuss the skill overview

2 Select three hot topics as a group and write them on a large sheet of
paper or a flipchart

3 Divide the group mto groups of three Each member of each group will
take a turn as the listener

* Start with the first hot topic on the list

¢ Two group members should talk about thus topic, and the listener
should try to listen effectively

4 After 10 munutes, ask each group to stop Then take five minutes to
discuss what was said in their small groups

¢ Have the listener report to the talkers
What [ heard was
What I inferred was
* Have the talkers answer the following questions
Do you think you were heard correctly?
Do you thunk the listener inferred accurately?
What could the listener have done to be more effective?

Repeat with two other topics so everyone has a turn as a listener
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Option 3 The Radio (approximately 10 to 30 minutes)

1 Gave everyone a piece of paper Play the radio for two minutes Ask
group members to take two minutes to write everything they heard
Have them compare notes to see what they missed and others heard

2 Ask participants to take two minutes to write what they inferred Have
the group members compare what they inferred, how the inferences

differed, and what caused them to infer what they did

3 Discuss why moderators need to be aware of what they actually hear
and what they infer from what they hear
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Aslkang Questions With Care

OVERVIEW

Based on what they hear and see, the moderator’s main role 1s to ask appro-
priate questions at the right time The context in which a question 1s asked
and how 1t 1s phrased shape how 1t 1s answered There are many different
ways of asking questions Here are some of most common

Open-Ended Questions
¢ They invite responses of more than one word
* They allow for a wide range of responses

Questions that begin with “What,” “How,” “Who,” “List what you think,”
“Can you tell me,” “Can you explain how,” “How do you feel about,” “Tell
me more about,” “What can you add to that,” or “Where” are open-ended
questions They are used throughout the four stages of moderating to learn
about participants’ feelings, actions, reactions, and knowledge “How do
you feel about family planning?” and “Where do you think most women
hear about the health clinic?” are examples of open-ended questions

The first question 1s very broad Thus 1s good during an 1mnitial, mn-depth dis-
cussion The second question sets some limits on the responses without
directing answers This 1s good when the moderator wants to learn more
about an 1ssue of nterest

Closed Questions

¢ They can be answered with very short responses (e g, age, color, date,
yes, no)

¢ They do not encourage respondents to elaborate on a topic

Closed questions may begin with phrases such as “To what extent,” “How
much,” or “How many ” They are used to get background information from
participants during the introduction phase or when the moderator wants
brief responses or clarification (e g , “How many children do you have?” or
“How much do you think people should pay for this service?”)

Yes/No Questions

* These closed questions can only be answered by the words yes or no
Questions that can be answered by yes or no are generally not useful because
they give a moderator very httle insight into how a person feels They can
actually be misleading Such questions as “Did you understand the mes-

sages?” should usually be turned mto open questions such as “What are the
messages trymg to tell you?”
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Two Questions in One

¢ They ask respondents to consider or react to two things at one time

¢ They should be turned into two clear questions with time for the
respondent to consider each

¢ They are not appropriate during any stage of focus group discussion
moderation

Two questions 1n one confuse and disturb participants (e g , how do you feel
about family planning and how does your husband feel?) They elicit
responses that are difficult to analyze

Forced and Leading Questions

¢ They direct the respondent toward a particular response

¢ They introduce assumptions that respondents may not have
considered

¢ They should never be used when conducting research

¢ They are not appropriate during any stage of focus group discussion
moderation

Forced and leading questions limit the scope of responses to the moderator’s
bias and can cause valuable information to go undiscovered Forced ques-
tions predetermine how a participant can respond The question, “do you
breastfeed on demand or only at certain times each day?”, pushes the partici-
pant to say one or the other, even 1f she does not breastfeed It implies that
the moderator believes the participants should breastfeed, which may make
them feel there 1s a “right” answer to questions

Aleading question would be, “Don’t you think 1t 1s good to breastfeed your
new baby?” This question implies that the moderator places some value on
breastfeeding This may lead the respondent to say they think breastfeeding
1s good even though they may not because they want to please the modera-
tor A better way to ask this question 1s, “What do you think about
breastfeeding a new baby?”

Leading questions can be more subtle, but are always poor practice For
example, 1f participants in a focus group do not mention that parents do not
bring their children in for vaccinations, 1t would be mappropriate for the
moderator to ask, “Why don't you bring your children to get vaccinated?”
Thus question assumes that parents do not bring their children in for vaccina-
tions and may suppress information about why some parents do not have
their children vaccinated
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How Moderators Use This Skill

Questions must be worded and ordered carefully to get the msight you need
for your research It 1s important to ask questions that will simulate rather
than discourage discussion Moderators should carefully test and revise the
questions m the topic guide to make sure that questions are as open as possi-
ble Closed questions are used only to limit the range of responses Two 1n
one, leading or forced questions should not be used Moderators should
never ask, “Why?” or any questions that imply they know what the answer
will or should be

Before the group meets, the moderator prepares the questions and probes for
the topic guide It 1s important to keep them as broad as possible to stimu-
late discussion The moderator and note taker then review the questions and
discuss possible responses to make sure that questions are as open and non-
leading as possible They use closed questions only when they want to limit
the range of responses as, for example, in probing They check to be sure

they have no “why” questions or any questions that imply what the answers
should be

Skill  Asking Questions With Care Overview
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GROUP EXERCISES

Do Exercise 1 before Exercise 2 Introduce both exercises by explaining to
participants that they will learn and practice an important moderator skill
asking questions with care During the exercise participants will see that the
way questions are asked affects how people answer them They will also
decide whether and how different types of questions can be used by focus
group moderators

Conclude the exercise by asking participants if they have used this skill to
moderate focus groups If they have not, ask them to suggest ways they
could use 1t Distribute the overview of the skill to the participants Leave
enough time for them to read 1t and to answer any questions they may have
about use of the skill in moderating focus groups

Exercse | Effective and Ineffective Questions (approximately 60 minutes)

1 Divide the group mto two teams

2 Put cards with the different types of questions into a box, basket, or pile
in the front of the room Below are some examples

WARNING The type of questions should not appear on the cards
How many children do you have? [Closed question]
What have you heard about family planning? [Open question]

Don’t you think you should breastfeed your new baby? [Leading
question]

How do you feel about the supervision you get and how could 1t be
better? [Two questions in one]

Did you go to the reading class? [Closed question]

Do you use condoms with all your partners or just your main partner?
[Forced question]

3 Continue to make up cards until you have at least two examples of each

type of question Remember not to mark what type of question 1t 1s on
the card

4 Have each participant select a card

5 Davide a sheet of flipchart paper in half and label the columns
Appropriate Questions and Inappropriate Questions
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Appropriate Inappropriate
Questions Questions

6 Have participants place the cards in the column that best describes the
question

Explain that skilled moderators think about the wording of questions
when they write a topic guide They often check themselves when
asking questions to make sure the way they word a question will
encourage honest and open responses

Review the five most common types of questions and write them on a
thp chart Explam when each type of question should or should not be
used Refer to the skill overview to explain which types of questions
are considered appropriate and when they are considered appropriate

CNONONEONONONLINONEONEONONLN NN N N N N N
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Types of Questions
Open Closed Forced or Two Questions

Leading in One

Have the group members move their cards from the last flipchart to the
new flipchart to illustrate different types of questions Compare what
they thought was appropriate or mappropriate with what they think
now

Exercise 2 Creating Questions of Different Types
(approximately 30 minutes)

1 Davide the group into teams Briefly describe the different types of
questions Ask the teams to write two examples of each type of ques-
tion Encourage them to think about their research topic when formu-
lating their questions When they are finished, ask two volunteers from
one team to read their questions For example, two people from one
team read their forced questions Have another team decide whether
the question does or does not reflect the category 1t was intended to
represent (e g , “Is the sample question really a forced question®”)

If the question was stated correctly, the team gets a point

Skl Aslung Questions With Care Exerases




94

2 If the question does not reflect the category 1t was intended to represent
(e g, 1t was supposed to be a forced question but 1s really a closed ques-
tion), then ask the team who wrote the question to rephrase 1t to fit the
mtended category

3 Before moving on to the next example, ask 1f the question that was just
presented 1s appropriate to use during a focus group and 1f 1t can be
phrased 1n a more effective manner Ask the other team to try to
rephrase the question to make 1t more appropriate and/or effective
(e g, “Don’t you think you should breastfeed your baby?” could
become “How do you feel about breastfeeding your baby?”

4 Continue having the teams read, comment on, and rephrase questions
unt1] all questions have been read Invite group members to think
about their own experience 1n asking and responding to questions Ask
what else affects how people answer questions For example, someone
might point out that the tone of voice and inflection can make a differ-
ence 1n the way a question 1s perceived
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Probing for More

OVERVIEW

Probing 1s a way to get addifional mnformation or to better understand what
someone has said A probe can be a question, statement, or moment of
silence

Reasons to Probe
* To learn more about underlying meanings or feelings
E g, Jenny, when we were discussing the clinic

staff, you said they were rude I would like to hear
more about that

To clanfy a specific word 1n a participant’s answer
E g, I am not fanuliar with the term, sexing up’
* To get more information about a behavior or process

E g, So how do you prepare the dish once you have
all those ingredients?

To firush an imncomplete thought or statement

E g, Martha, you started to say that you tried ORS
once but

To find out the basis for a participant’s previous answer
E g, answer It works

Respond to the statement by using a probe
How can you tell that 1t works?

Some Ways to Probe
* Remain silent to allow participants time to amplify what they said
¢ Restate what the participant has just said
¢ Repeat the participant’s words as a question

E g, It's good?

Skill Probing for More Overview
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Gently confront the participant to clarify a position

E g, I'ma little confused Earlier I thought you
said but now I'm hearing

Use key word probes 1n response to participant’s statements
E g, It's good What about 1t 1s good?

It would be conventent In what way would 1t be
convenient?

Use the third person technique

E g, You seem to feel strongly about this How do
you think others might feel about 1t?

* Use questions that begin with “what” or “how” (open questions)
because they invite an in-depth response and demand thought

Things to Avoid

¢ Avoid questions that begin with “do you” or “are you” because they
are closed questions which generally provide very little information In
some cases, however, they can help elicit honest, personal reflections

about specific research topics (e g, so, Julio, do you agree with what the
doctor told you?)

* Avoid questions that begin with “why” because they can put a partici-
pant on the defensive Usually the question can be restated using
“what” 1n the place of “why” Sometimes 1t 1s impossible to avoid
using “why” In this case, you should be careful to use the word in a
nonjudgmental tone and manner

¢ Avoid too much probing on the same 1ssue or statement because this
may make a person feel pushed

¢ Avoid judgmental tones that make a person feel that you are challeng-
ing his or her truthfulness or logic

How Moderators Use This Skill

Probing 1s often the key to (1) learning something new from a focus group,
(2) bemng inspired by a focus group, and (3) having a group truly change the
moderator’s perspective on an issue Without probing, even a long and
active focus group discussion can generate superficial and predictable find-
mgs One of the great advantages of this type of research over structured
interviews or surveys 1s that the moderator has the opportunity to probe
He or she can go beyond a participant’s initial response to help achieve the
research objectives Although possible probes on certain 1ssues should be
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bult into the topic guide under main questions, probes cannot be entirely
planned This 1s because you never really know what interesting and
relevant 1ssues will be raised by participants! With practice in moderating
groups, you will become better at knowing not only how to probe but, more
importantly, when to probe That 1s what good moderating 1s all about

Examples of Probing Questions and Statements
* Can you tell me more about that?
* What about that?
* What do you mean by that?
* What makes you feel that way?
* Can you think of an example of that?
* I would like to know more about your thinking on that 1ssue
* I am not sure I understand how you are using the word
* What are some of your reasons for liking 1t?
* What about 1t do you like?
* What does the message say for you?
* What does 1t say to you personally?
* What were you thinking as you were watching 1t?
* What stood out in your mind? What other things made an impression?
* You started to say something about ?
* You mentioned something about ?

* Did you get any new msights about ? from the ?

What words would you use to describe ?

Skill  Probing for More Overview
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GROUP EXERCISES

Introduce the exercise by explaining to participants that they will learn and
practice an important moderator skill probing effectively Briefly describe
the skill Explain that during the exercise they will get a better 1dea of how
to get further meaning and clarity without offending or threatening partici-

Do each exercise Distribute the skill overview to participants Give them
time to read 1t and answer any questions they may have about the use of the
skall to moderate focus groups

Exercise | What Have | Done? (approximately 45 minutes)

1 Seat the group 1n a large circle in chairs or on the floor and explain that

for 15 minutes you are going to interview them separately about

(a topic that the group has in common, such as living
in the same town) Ask everyone to pay attention to the process, that 1s,
what you are doing and saying as the interviewer

Face someone 1n the group Ask a general question about the topic you
have chosen and gradually begin to probe the participant’s responses
by using questions and other techniques suggested 1n the skill
overview Probe well, but make some mistakes (e g , use “why”, be

aggressive) After five minutes, face someone else and interview him
or her in the same way

Ask the interviewees how they felt when you interviewed them?

Ask the whole group
* What did you notice about my actions and questions?

e What did you notice about the kind of information shared during the
group mterview?

Ask someone to write group members’ comments on a large sheet of

paper

Explain that what you were doing 1s called probing, which 1s useful for
interviewers and focus group moderators The challenge in probing 1s
to get depth and clarity without making a person talking feel uncom-

fortable Ask participants what the purpose of probing 1s Expand on
their answers

5 Use a flip chart or large sheet of paper with the following information
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Probing encourages a participant to

* clarify a previous answer and give more
details about feelings and opinions

* push the discussion to a level beneath
the surface of an initial response

6 Ask group members to think again about the kinds of questions and
techniques you used as the interviewer From what they have seen, ask
them what are effective ways to probe and what are meffective ways to
probe

Exercise 2 Testing It Out (approximately 45 minutes)
This exercise should be done only after completing Exercise 1

1 Ask group members to stand 1n a circle with the examples of probes
from the skill overview

2 Designate one member of the group to make a statement Explamn that
the person to the designated member’s right will offer one possible
probe (or pass) The next person will offer another possible probe (a
question or a statement or silence), and so on until no one else wants to
suggest a good probe for that statement

3 Guve the designated member a card with a statement on 1t from the hist
shown below (or one of your own mnvention)

Statements To Elicit Probing

* Children should not be iImmunized

Children should not be given fluids when they are sick
lodized salt prevents goiter

The pill causes cancer

It i1s bad to drink alcohol when you are pregnant

4 Move around the group clockwise The last person to offer a good
probe will begin the next round with a new statement Continue
through five rounds or until you feel the group 1s ready to move on to
discussing the exercise

5 After each round, point out ways to make the suggested probes more
effective (see the skill overview) E g, Suggest that participants restate
“why” probes

6 At the end of all rounds, discuss the exercise Ask what questions or
techniques seemed to work best and whether there are any questions or
techmques that should be avoided
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Using Simple Language

USING
SIMPLE

LANGUAGE OVERVIEW

When asking questions or carrying on a discussion during a focus group ses-
sion, 1t 1s important to use vocabulary appropriate to the background and
level of expertise of the participants Technical terms should be included
only if the participants are already comfortable with them

It 1s common for professionals 1n any field to use terminology that the
general public does not understand Often they use this terminology to be
techmically correct Using language that 1s too formal or technical, however,

| can mtimidate participants 1n a focus group discussion and make you seem
different from and more expert than they are

It 1s also important to ask participants what terms they use rather than sug-
gesting a “correct” term Research has shown, for example, that people have
| many terms for diarrhea, each with distinct (and important) symptoms and

| causes Trying to lump all these perceived differences under one technically
correct term would prevent valuable insights

How Moderators Use This Skill

Complex language 1s not appropriate when communicating with partici-
pants Itis important to match your questions or information to the vocabu-
lary of group members To make sure your information 1s clear

¢ use short words and sentences
* use words that the participants understand and

* listen and ask for terms they use

Focus group discussions are often used to help design materials for the
public As moderators begin to adopt “the language of the people” and
check to make sure they are using the terms correctly, they identify the
language to use in their matenals
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GROUP EXERCISE ‘
USING
Exercise |  Simplify, Simplify (approximately 45 minutes) SIMPLE

LANGUAGE
1 Introduce the exercise by briefly describing the skill Explain that in

this exercise participants will consider the advantages of simple lan- EXERCISES
guage They will practice using simple language so that they can do
this as focus group moderators

2 Stand before the group and read the following statement once

The medical risks of pregnancy are greater i adoles-
cent women than i women over 20 years of age
Problems more likely to occur are prematus ity, low-
birth-weight babies, maternal and infant mortality,
anera, and preeclampsia

Ask everyone 1n the group to write what you have just read When
they have finished, ask a few participants to restate what they have
understood from the statement

3 Use a flipchart or large sheet of paper to guide a discussion of the
following

INCNNONLONLN NN NN N NN
VAR A A A A A E E A L B
Briefly discuss
* How many recorded the statement accurately?
* How muck detal was left out?

o How much gensraf concept was captured?

4 Now read the following statement
Girls under 20 suffer more health risks during
pregnancy There is a greater chance than with
older women that a teenage mother or her baby
will become sick or die
Consider the following
¢ What do you understand from this version of the statement?

¢ How 1s this version different from the first?

* What in the wording of the first statement makes 1t hard to
understand?

Skall Using Simple Language Exercises l 0 I



5 Write the following sample question, which includes technical terms,
on the flipchart

What 1s the reaction of females i this 1egion to anti-
malarial chemoprophylaxis during pregnancy?

Ask participants to write how they would rephrase the question so that
1t 1s clear to focus group participants who do not have medical training
(e g, how do women 1n this region feel about taking medicine to pre-
vent malaria when they are pregnant?)

Ask group members to talk about what they have written

6 Discuss why 1t 1s important to word questions and comments in
language appropriate to the participants’ own language

Ask the participants to give examples from their own work where
complex words make a simple point seem difficult

7 Ask how using simpler language would strengthen focus group
moderating

Some examples include the following
* Avolding misunderstanding
* Establishing “approachability”

¢ Avoiding having a focus group moderator viewed as an expert,
which may inhibit participants

Discuss examples of the above
8 Close by distributing the overview of the skill to the participants

Give them time to read it and answer any questions they may have
about the use of the skill to moderate focus groups
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Becoming Objective

OVERVIEW

The moderator’s personal values may differ from those of the participants
To deal with these differing values, 1t helps to remember that

¢ the backgrounds and experiences of individuals influence their percep-
tions, values, and belief systems

¢ when people understand their own values, they can better appreciate
and respect those of others

Focus group moderators must be aware that their values may influence the
way they commurucate They should ensure that they do not impose their
beliefs on participants It 1s important to show respect for the values of
others as they emerge in focus group discussions For 1ssues involving
values, there are no nght or wrong answers

How Moderators Use this Skill

Moderators’ personal feelings or values about the research topic or partici-
pants can influence how they conduct focus group discussions Their
experience with and attitude toward the topic may mfluence how they
present information They should not let participants know through words
or expressions how they feel about a topic or what participants are saying
It 1s important that they appear objective in how they present information
and ask questions

Skill Becoming Objective Overview I 03
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BECOMING
OBJECTIVE

EXERCISES

ﬂ

|

GROUP EXERCISE

Exercise | What | Feel and Why (approximately 60 minutes)

1 Introduce the exercise by explaining to participants that they will

(1) explore their value systems, (2) discuss beliefs contrary to therr own
values, (3) experience the difficulty in expressing their values to others,

and (4) better understand how personal belief systems influence all of
us

Briefly describe the skill Ask how participants have used this skall to
moderate focus groups or how they plan to use this skill Use the infor-
mation 1n the overview to expand on what they say

Ask everyone to stand Explam that they will be “taking a stand” on
certain 1ssues Ask them to listen as you read one of the following
statements (or ones you have prepared based on your research topic)
written on the flipchart As they listen, they should think about how
they feel about the statement and decide whether they agree with 1t or
not Ask those who agree with a statement you have just read to stand
in one designated area Ask those who disagree to stand 1n another
area Those who are not sure should stand between the two groups

Read the following statements one at a time

¢ Family planning 1s against our traditions

¢ A mother knows what 1s best for her child

* Women should obey their husbands

¢ People know only what you tell them

* You cannot avoid death from cholera if 1t 1s your fime to go

¢ There 1s no such thing as too many people

¢ Women should breastfeed only in the home

After each statement, ask the members of each group to discuss among
themselves why they agree or disagree with the statement Each group
should select a spokesperson After five minutes, have the spokesper-
son for the “agree” group report to the others why they agree Then

ask the spokesperson from the “disagree” group to do the same

If there 1s an “undecided group,” give i1ts members the opportunity to
move 1nto one of the other two groups at this point

Whule the groups are still in their separate locations, ask for a volunteer

of the “agree” group to defend the opposing position Then ask a
member of the “disagree” group to defend the opposing position

Skill Becoming Objective Exercises



7 Bring the groups back together Ask the participants to reflect on and
discuss the following

Were you surprised by your own answers? By those of other
participants?

What are some of the reasons for different feelings among the group?

Did the reactions of others make you feel uncomfortable about
expressing your view or make you want to change your position?
What pomnts made during the discussion led the “undecideds” to
adopt a position?

How did you feel when you had to defend the opposite point of
view?

8 Continue with other statements until you feel the group members have
learned to reflect on what they feel and why

9 Close by distributing the skill overview to the participants Allow the
participants time to read the material and answer any questions they
may have about use of the skill to moderate focus groups

Skill Becoming Objective Exercises
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Encouraging Participants To Interact

OVERVIEW

The amount of time the moderator should spend talking in the focus group
varies during each of the four stages of the group session, as described in
Step Four As the discussion moves forward through the four stages, the

moderator should encourage the participants to do most of the talking until
the concluding stage

Focus group research 1s more likely to find valid information when the par-
ticipants speak and respond to one another instead of directing their com-
ments to the moderator A purpose of this training 1s to provide the skills
that enable you to create this essential dynamic Because participants see the
moderator as being m charge and more knowledgeable about the process
and the subject, they will tend to look to the moderator for permission to
speak and approval for speaking The skills that encourage a more relaxed
and natural discussion among participants are key to success with focus
group research Do not, however, let participants engage in private, parallel
conversations at the same time that someone else 1s talking

How Moderators Use this Skill

One of the most challenging tasks for the moderator 1s to create and encour-
age the discussion among participants that should take place during the in-
depth stage It s critical to encourage discussion because this 1s when some
of the richest data are found and when unexpected 1ssues usually surface

Some techniques to help encourage discussion among participants are

* Be careful not to interrupt a discussion among participants the first few
times they begin to talk to one another Even if the initial discussions
drift away from the research topic, 1t 1s better to let them continue for a
few minutes so that the participants get the 1dea that they may talk to
each other Once discussion in the group gets going, however, you
should mterrupt the discussion if participants are getting off the sub-

ject

* Restate the rule (which should be mentioned during the introduction)
that participants do not have to wazit for the moderator to invite them to
speak They should feel free to respond to one another The moderator
1s interested 1n hearing all opmions

* Refer questions to the group

E g, What do you think about what John just said?

Slall  Encouraging Participants To Interact Dverview



¢ Use your body language to give someone “permission” to speak
Thus 1s especially important 1f 1t appears as though a person wants to
say something about what someone else has said

E g, You can look at the person, subtly tilt your
head, and raise an eyebrow n a “questiomng” ges-

ture

Once you are comfortable m using these techniques effectively, you can try
some of the following more challenging techniques

¢ Use silence to your advantage Do not be intimidated 1f no one 1s
talking Silence can make participants talkative as they feel compelled
to fill the void created by the absence of discussion

* Use mcomplete statements

E g, I don’t know, maybe breastfeeding 1sn't so
and wazt for responses

» Use controversial or erroneous statements and wait for responses
You might preface these with “some people say that ”

E g, Some people say that breastfeeding causes
mothers to resent their babies

¢ Practice a form of sophisticated naivete

E g, Oh, I dudn’t know that Can you tell me more
about 1t?

Skill Encouraging Participants To Interact Overview
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Visualize the pattern of conversation in your focus group discussions to see 1f
they reflect the patterns described in Step Four If your pattern resembles the
two 1llustrations below, you have not achieved a true group discussion In
the first, you have fallen into serial interviewing and 1n the second, one per-
son has domunated the discussion

Serial Interviewng Dominant Partieypant

4 4
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GROUP EXERCISES

Select one of the exercises below and prepare the materials you will need,
including flipcharts and copzes of the skill overview for participants The
exercises teach different skills When possible, 1t will be helpful to complete
all the exercises

To introduce the exercise, distribute the overview and give participants 10
minutes to read 1t Then allow 10 minutes for review and questions

Explain to participants that the purpose of the exercise 1s to become more
aware of how much a moderator or a participant can dominate a discussion
The following exercise demonstrates ways to avoid this by shmulating more
participatory discussion

Do the exercise Close by looking again at the skill overview Give partici-
pants time to read 1t and edit any of the techniques for sparking group dis-
cussion that they think they need to change for the culture in which they will
be doing therr research

Exercise | Sparking Conversation (approximately | hour and 45 minutes)
1 Before the session, prepare cards with the sample topics and questions

for this exercise You could also create new cards with general topics
and questions See examples below

Topic Working Women Topic Difficulties in Moderating
Focus Groups
Questions Questions
What do you think about having What do you find (or expect) to be
women In the workplace? the most difficult thing about moder-

ating a focus group discussion?
What impact does it have on the

family when women work What do you find (or expect) to be
the easiest thing about moderating a
What advantages are there to having focus group discussion?

women doing paid work?
What do you (or would you do) to
mentally prepare yourself for leading
a focus group discussion?

How would you describe leading
a focus group discussion to a
colleague?

Skl Encouraging Participants To Interact Exercises
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Topic Tramning

Questions

What do you think about the
training?

How would you have structured the
training differently?

What do you think about the
training site?

What do you think about the food at
the training?

Topic Pollution

Questions

How has pollution affected our
country?

What can we do to reduce pollution?

How can we influence our politicians
to make changes that will reduce
pollution?

What can we teach our children
that will help them reduce/control
pollution?
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Topic  Tourism
Questions

What i1s the impact of tourism on
our country?

What can we do to encourage
tourism?

What do we do to discourage
tourism?

What do we want tourism to be like
In our country In the year 20007

Topic  Family Planning

Questions

What 1s family planning?

What are the advantages of family
planning?

What are the disadvantages of it?

What should our children be taught
about it?

Skill  Encouraging Parucipants To Interact E er ises



CARD 7 CARD 8

Topic  Farmly
Questions

What is the biggest influence on
families today in our country?

What do we think families will be
like when our children {or grandchil-
dren) start having their own families?

How can we make our families
stronger in the future?

What role should the government
play in influencing our families?

Topic Work

Questions

What do you think about your job?

What would you change about your
job?

What would you like your job to be
like in 10 years?

What do your family and friends
think about your work?

2 Put cards mto a container and ask the parhcipants to each select a card
Tell them not to share the contents of their card with other participants

3 Seat everyone in a circle Explain to participants that they will have 10
minutes to lead a discussion based on the topic and questions on their
card Remind them that the moderator needs to get participants to talk
with each other and not just with the moderator If the moderator uses
up the questions on his or her card, he or she needs to ask additional

probing, open-ended questions

4 During each discussion, make a diagram of the group by drawing a cir-
cle and putting 1n a number for each participant and the moderator
Each time the moderator or a participant speaks, ask someone to draw

a line on the diagram

Skill  Encouraging Participants To Interact Exercises
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5 After each discussion, briefly consider the following

Using the diagram, determine 1f a discussion took place between all
participants? Did anyone dominate the discussion? Who? Why?

What did the moderator do that encouraged group discussion?
What did the moderator do that inhibited group discussion?

Did the moderator talk too much? If so, what could she or he have
done to talk less?

Exercise 2 Culturally Appropriate Ways To Encourage Groups To Talk
(approximately | hour and 20 minutes)

1 Divide the participants into two groups and assign the first four ques-
tions listed below to one group and the second four questions to the
second group Give each group 40 minutes to discuss their questions

2 The groups should answer these questions 1n a culturally approprate
manner The goal 1s to create a list of actions that will help the modera-
tor to facilitate group mnteraction Each group should write 1ts list of
recommendations on a large sheet of paper

What kind of signals can the moderator send using body language to
encourage the conversation? (E g, 1n some cultures 1t 1s considered
confrontational to look someone 1n the eye, but in other cultures it 1s
considered rude or untrustworthy not to look a person in the eye
during direct conversation )

Are there any rules of social etiquette that can help or hinder a mod-
erator? (In some countries it 1s socially unacceptable for a younger
person to interrupt an elder It would therefore be necessary for the
moderator to be of the same age as or older than the participants )

What culturally appropriate signals can the moderator give to show
unconditional regard and acceptance of the group’s participants?

What can the moderator do to appear objective?

How can the moderator interrupt a participant without appearing
rude’?

What can a moderator do to encourage someone who 1s shy to talk?
What can a moderator do when the group wanders off the subject?

Discuss how conflict 1s managed 1n a group situation in your culture
What can the moderator do to encourage the expression of conflict-
Ing views?
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3 Guve the first group 10 minutes to present its recommendations and
allow 10 minutes for questions and further suggestions Repeat the
process for the second group Summarize the key points that emerge

Exercise 3 Round Robin Practice (approximately | hour and 10 minutes)

1 Select a topic guide drafted by one of the participants Have him or her
describe the focus group objectives (Step One) and participant profile
(Step Two) Explain that you will use their guide for this exercise

2 Arrange everyone 1n a circle for a mock focus group discussion Ask
one person to take the role of note taker for the entire practice Explan
that all others will have an esimated five minutes to take a turn as
moderator Each should pick up where the last one left off and try to
carry the thread of discussion Urge them all to think ahead (“What
will happen 1if I ask this? Where will the discussion go? Is that what I
want?”)

3 Explain to those who are not moderating that they should play the role
of focus group participants, responding as they think someone would
who fits the participant profile

4 Begin with one moderator and progress through the topic guide
As facilitator, you should do the following

¢ Keep ime After five minutes, ask each moderator to pass the guide
to a neighbor

* Pause after each of the four stages of the topic guide for group mem-
bers to reflect on the process and provide feedback to each other on
moderation skills and what 1s happening i the group

* Call attention to specific moments at which the moderator might
have been more effective by taking a different approach

5 After the practice, have group members complete a collective evalua-
tion form and discuss whuch skills they need to improve Look
specifically at common mistakes made by new moderators (e g, serial
mterviewing, allowing the group to wander, missing opportunities for
probes, talking too much)
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Exercise 4 Handling Problem Situations (approximately | hour, I5 minutes)

1

Before the session, prepare cards from the information below Each
card should describe a different problem participant (Do not include
the Strategy on the cards )

Fold the cards to hude the information Number the cards on the out-
side and distribute them among participants

Ask participants to remember their own numbers, open the card, and
silently read the description of the types of participants they will be
during the group discussion Explain that they should assume the roles
described on the cards only when their own numbers are called They
should not reveal what roles they will play

Organize the group for another practice focus group discussion (You
may want to use another draft topic guide created by participants earli-
er in the workshop ) Have one person volunteer to start as moderator

As the group moves from stage one (introduction) to stage two (rapport
building), call out “card number 1” Allow the moderator to try to han-
dle this “problem participant ”

* Pause after about five minutes to do the following

Ask the moderator, “How did this problem participant” make you
feel?”

Ask the group the same question and “What did the moderator do
to deal with this participant?”

Ask cardholder 1, “What problem behavior 1s suggested on your
card?”

Ask the group, “How else could a moderator deal with this prob-
lem?”

* Ask cardholder 1 to become the moderator and resume the practice
focus group discussion Call out card number 2 and continue the

process until all problem situations have been explored

¢ Distribute copies of Special Participant Problems and review the sug-
gested strategies
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Special Participant Problems * (for use with Exercise 4)

The dominating particapant  This person attempts to take over the group,
that 1s, he or she 1mitiates the conversations, defends his or her position, seeks
to influence others and must have the last word

Strategy I
Avoid eye contact or turn your body away from the dominating partici-
pant Call on other members of the group by name If necessary,
politely tell the dominating participant that although his or her
thoughts are very interesting, you would like to have the 1deas of other
group members as well

Strategy 11
On occasion 1t may be necessary to ask a dominating participant to
leave the group This can be done by explaining to the participant that
“because you know so much about we would like you to com-
plete a more detailed, mn-depth questionnaire on the subject ” A “diver-
sionary” questionnaire can then be adminustered to the dommant group
member outside of the group room

The expert participant This 1s a special variety of dominating participant
Even if he or she 1s not attempting to lead the group, others will defer to hum
or her and opinions will be stifled

Strategy
Determune 1if the participant 1s a genuine expert or a pseudo-expert
If genuine, remind him or her that all comments are important and that
others should be permutted to contribute Ask the expert to respond
only after others have been heard It may also help to preface i1ssues
with phrases such as, “I know John 1s probably aware of ”

If the participant 1s a pseudo-expert, ask other group members to comment
on his or her responses It may even be necessary to be forceful and chal-
lenge him or her as much as the group will tolerate

The timid participant This person 1s hesitant to speak at all, may be shy or
anxious about the group situation, or may not feel his or her opinions are
worthwhile

Strategy
Use eye contact to pull the timid group member into the discussion and
to communicate interest in what he or she has to say Observe the timid
member closely to see when he or she 1s ready to speak If necessary,
find an easy, nonthreatenung question and encourage a direct response
If participant becomes too 1ll at ease, continue the discussion with other
participants and come back to him or her later

Skill  Encouraging Participants To Interact Exercises
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The verbose participant This person goes on and on, seemingly without

end or purpose He or she may be a compulsive talker or may be excessively
nervous

Strategy
Be more directive Use probes to request specificity and concreteness
Direct the participant back to the topic at hand It may be necessary to
politely interrupt him or her Remind the participant of the many topics
you need to cover in a limited time frame Do all of this carefully with-
out alienating the participant

The 1rrelevant participant This person makes comments that do not relate
to the topic and can steer the group off the subject He or she may be
nervous or stmply a poor listener

Strategy

Try restating or paraphrasing the question Consider coming back to
the question later

The incomplete participant Thus person gives partial answers or even
nonresponses, such as “I don’t know ” These participants are especially frus-

trating Their behavior often comes from lack of confidence or unusually
high anxiety

Strategy
Work on strengthening rapport early 1n the discussion to prevent this

from happening throughout the group Try to get elaboration through
restatement Use other probing techniques

The confused participant This person appears confused or overwhelmed
during the group He or she communicates this either verbally or nonverbally

Strategy
Acknowledge the situation (“You seem confused ”) Try to rephrase

the question or, perhaps, provide an example Attempt to ask the ques-
tion again later in the interview

The overly positive participant This person 1s glowingly positive in all

responses He or she may want to please you by telling you what he or she
thinks you want to hear

Strategy
Remind the participant of what he or she has been told during the
warm-up that you want to hear both positives and negatives Try
playing a trouble maker (“I have heard some people say just the oppo-
site ) Try third-person language (“What about other people who you
know? How do you think they would feel?”)
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The negative participant This person 1s negative in all responses He or she
may be using this interview to vent years of frustration and hostiity He or
she may be determined not to tell you any favorable 1deas or information

Strategy
Be careful Avoid reacting defensively Try to defuse the participant by
acknowledging his or her hostility or negativism (“You seem to be
angry about this That’s okay, because I want to find out how you real-
ly feel ”) Try probing in the third person

The hostile participant This person “attacks” the moderator personally

Strategy
Agamn, use care Try to defuse the participant by acknowledging the
situation Do not react defensively' Try a short period of silence
Put the onus on him or her to explain the reasons for the attack

The disrupting participant This person disrupts the equilibrium of the con-
versation The participant may state that another group member’s 1deas are
wrong or that the moderator’s questions are stupid

Strategy
Attempt to stabilize the discussion quickly Ask other participants to
comment on the disrupting participant’s statement (This may be dan-
gerous 1f the disruptive statement embarrassed or angered someone )
Or present an alternative point of view “that’s interesting, but I have
heard some people say that they feel “ This gives other partictpants
the opportunuty to choose one side or the other and continue the dis-
cussion

The questioning participant This person contiues to ask the moderator for
his or her opmions and feelings

Strategy
Plead lack of experience or expertise on the subject If that 1s inappro-
priate, acknowledge the situation (“like anyone else, of course I have
an opiruon about this, but our purpose today 1s to find out how you
feel ") If necessary, offer to give your opitons after the focus group
discussion has ended Another approach 1s to inquire about the
thoughts and feelings that led to the participant’s questions Try
restating the question to the group
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_ Focus Group
esearcher’s Credo

Now that you have completed this Guide please consider this credo  We hope you
will want to put checks in each box!

l, as a focus group researcher, solemnly agree that | will always follow these principles

_ Have Clear Research Objectives

Without a clear list of research needs you cannot proceed because it i1s not

possible to develop a truly effective topic guide or to analyze research
findings properly You may also make the mistake of doing focus group
discussions when another research technique, such as quantitative
research, 1s more appropriate

]

Maintain Objectivity at All Times

If all parties involved in the focus group research are not objective, you may
end up with personal preferences or vested interests This will distort the
research results and lead to less valid findings If you approach the research
with a bias, you may hear, evaluate, and elicit responses and conclusions that
you want to hear You need to be objective enough to discard completely or
change dramatically the program, a product, creative materials, or any other
subject matter that may be under investigation using focus group research

_1 Have a Well Thought-out Topic Guide
If you do not have a carefully thought-out topic guide that addresses the
research needs and has been discussed thoroughly between the research
team and the moderator, it is unlikely that the outcome of the focus group
meet the research needs or prove truly valuable

_ Respect Your Participant Selection Criteria
If you do not have the right participants or the appropriate participant mix,
your results may be questionable If the participants in the focus groups do
not meet the selection criteria, you must be willing to disregard findings from
that group

1 Use a Skilled Moderator
Moderating is not easy You need to find the best people to do the job and

see that they are adequately trained A beginning moderator can usually elicit

acceptable research results, but a highly skilled moderator can make all the
difference You need to strive for that level of skill

_1 Use Focus Groups Qualitatively, Not Quantitatively
Focus groups should never be analyzed quantitatively (that is, by citing num-
bers or using percentages) You are looking for patterns and “whys,” not
numbers However, focus group results may yield hypotheses or other
insights that will lead you to undertake quantitative research for verification

Focus Group Researcher s Credo
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NOTES TO A WORKSHOP LEADER

How Should | Design the Workshop?

On the following pages, we suggest a complete four-day workshop During
the workshop, participants use the Guide, watch the Video, and refer to the
Handbook Read through the suggested design now to understand how 1t
works Watch the Video and read the Handbook

Change the workshop design to fit your participants’ needs and the available
time you have, but make sure that the following things are accomplhished

* See that participants complete the worksheets in A Step-by-Step
Approach to Focus Group Research in sequence from the beginning to
theend The steps build on each other so that participants can use
what they learn in one step before moving to the next

* Participants should understand the function of focus groups before
they watch the Video

* As you tailor the design to your participants, keep in mind that they
should practice istenung and probing before they practice moderating a
whole focus group discussion Also, they should practice moderating
focus groups among themselves first and then practice in the commuruty

* Set up the practice focus group in the communuty before the workshop
begins Try to recruit focus group participants who match the descrip-
tion for one of the workshop attendees’ research activities, 1f you know
this ahead of time If not, thunk of a possible focus group research activ-
ity that will be of interest to your workshop participants Complete
Steps One through Four for this activity and recruit the participants for
it The day before the practice, remind focus group participants and
visit the practice locale

What Equipment or Materials Will | Need?

For most of the workshop, you will need only a flipchart or large sheets of
paper and markers On the second day, you will need a television and a
video cassette player to watch the Video See the materials column on the
workshop design for specific materials you will need to prepare or to photo-
copy for participants

How Much Experience Do | Need?

To lead this workshop, you should feel comfortable encouraging people

to learn from their own experiences and mistakes You should know

what focus groups are and how to moderate well If you are not a skilled
moderator, find one to help you during the workshop Specifically, the
skilled moderator can help to (1) give feedback on the worksheets and

(2) co-facilitate some skill-building exercises (e g , asking questions with care,
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gentle but productive probing, and conducting round-robin practice) Most
important, a skilled moderator can help by observing and discussing the
practice focus group discussion in the community (Step Seven)

How Should | Organize the Group Exercises’

Before doing any of the exercises in the Skalls Section, do the following
* Read through the skills descriptions and exercise options
¢ Pick the exercise best for your group

* Reestimate the time needed for each exercise according to the experi-
ence and size of the group

» Adapt and prepare materials for each exercise (They are shown and
described within each exercise )

* Photocopy the skills descriptions for workshop participants, but—in
most cases—wait until after the exercises to hand them out This way
participants are more likely to learn through their own experience
rather than from just what 1s written in the handouts

¢ Always make the link between the skill and the act of moderating a

focus group discussion For example, show how probing can be used
and misused 1n focus groups
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SUGGESTED WORKSHOP DESIGN

DAY ONE '

Workshop Session Time Estimate How to Lead the Session Session Materials

Focus Groups 45 min Discuss each section of Before You Cards each with one

The Big Picture Start, pages 2-6 word selected from the
glossary

Explain that the purpose of this activity Is to
familiarize everyone with concepts they will | Flipchart
explore over the next few days Ask every-
one to sit In a circle with the pile of cards in One copy per partici-

the middle pant Before You Start

Read one of the words Anyone can take the | One copy per partici-
card and define it for the others Ask pant Handbook for
“Does anyone disagree with that definition? Excellence in Focus
“Does anyone want to add to it?’ Read the Group Research
definition in the glossary Discuss briefly and
continue for each

Hand out copies of the Before You Start
section and give participants time to read it
on their own Point out the references to
the Handbook, which they can use to get
more information throughout the workshop
and in their future work

Group I hr See Skill Finding Similanties and One copy per partici-
Introduction Differences, pages 74-77 Do Exercise | pant Overview page
This exercise not only builds moderator skills | 74

but helps the group get to know each other

Overview of the 30 min Explain that participants will prepare for An agenda for the four-
Workshop their own focus group research watch and day workshop on a
discuss a video, complete exercises to sheet on the wall
build moderator skills and practice among
themselves

Discuss the workshop schedule and logistics
Explain the flow of sessions Describe the
practice focus group for day three that you
have set up Explain that one or two people
will do the practice in the community while
others observe and take notes

Break I5 min
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Workshop Session

Buillding
Moderator Skills

The Tramning Video

LUNCH

Completion and
discussion of Step
One, Decide if
Focus Groups are
the Right Tool for
You to Get the
Information You
Need, pages 10-
i4

Time Estimate

30 min

| hr

| hr

128

How to Lead the Session

See Skall Recognizing Nonverbal
Communication, pages 78-82 Select an
exercise

Go through the Answers to
Questions Raised in the Video
part of the Guide Show the video once and
get the group’s overall reaction

Questions you may want to pose to the
group “How did the video make you feel
about moderating?” or “What thoughts do
you have now about using focus groups in
your work?”’

Explain that participants will watch selected
chips from the video and discuss each in detail
later in the workshop Remind them that
this 1s an example of using focus group dis-
cussions to pretest materials After lunch,
they will look at other ways in which focus
group discussions have been used and start
to prepare their own research activity

Ask participants to think of an actual research
activity they plan to do in the near future Then
break into teams of one to four people who
plan to work on the same research activity
Explain that they will work through all prepara-
tion steps together over the next few days

Ask them to read by teams the information and
the example provided in Step One Complete
the Step One worksheets As participants work,
walk around and give guidance

Have teams give each other feedback in pairs or
by rotating from team to team

Feedback question “Would you recommend
we change our worksheets? “If so, how?”

Appendix Workshop Design

Session Materials

One copy per partici-
pant Overview, other
materials described in
the exercise

Video TV and video
cassette player

Flipchart

One copy per team
overview, example, and
worksheets for Step
One



' DAY ONE

Workshop Session

Break

Completion and
discussion of Step
Two, Determine
Who Should
Participate In Your
Focus Group
Research, pages
15-20

Building
Moderator Skills

Review and
Wrap Up

15 min

I hr

| hr

|5 min

Time Estimate How to Lead the Session

As before, ask the group to work in teams

See Skill Asking Questions with Care,
pages 89-94 Do Exercise |

Close with a discussion in parrs, “What were
the three most valuable things you learned
today about moderating focus groups?’

In a large group ask each pair to share one
response until all points have been stated

Participant Preparation for Day Two

Revise worksheets from Steps One and Two following suggestions of the group
Reading Handbook, sections 5 and 7
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Session Materials

One copy per team
overview, example, and
worksheets for Step
Two

One copy per partici-
pant Overview other
materials described in
the exercise

Flipchart
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Workshop Session Time Estimate

Completion and
discussion of Step
Three, Drafting a
Screening
Questionnaire,
pages 21-26

Completion and
discussion of Step
Four, Develop A
Topic Guide,
pages 27-36

Building
Moderator Skills

Building
Moderator Skills

LUNCH

Training Video
Answers to
Questions Raised
in the Video pages
57-69

Break

‘;u,(n}
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30 min

| hr, 30 min

I hr

| hr

45 min

(5 -10 min per
question,
depending on
size and
experience of

group)

15 min
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How to Lead the Session

Continue to have the group work In project
teams Help teams complete worksheets

Continue to have groups work in teams
Help them prepare worksheets

See Skill Listening Effectively, pages 83-
88 Choose an exercise

See Skill Probing for More, pages 95-99
Select an exercise

Show clips that follow immediately on the
videotape Do questions One through Five
Pause after each and have one participant
record everyone’s comments to the question
on a flipchart or large sheet of paper
Encourage participants to use examples from
their own experiences to explain and clarify
what they say After each discussion ques-
tion, enhance and correct their responses,
using Answers to Questions, pages 57-
69

Appendix Workshop Design
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Session Materials

One copy per team
information, example,
and worksheets for
Step Three

One copy per team
information, example,
and worksheet for Step
Four

One copy per partici-
pant Overview, other
materials described in
the exercise

One copy per partici-
pant Overview, other
materials described in
the exercise

Video, TV video cas-
sette player

Optional One copy
per participant of
Answers to
Questions



DAY TWO

Workshop Session Time Estimate

Focus Group
Practice Among
Workshop
Participants

Training Video
Answers to
Questions Raised
in the Video

Revision of Step
Four, Develop a
Topic Guide for
Your Research
Needs

Review and
Wrap Up

| hr, 10 min

45 min

45 min

15 min

How to Lead the Session

See Skill Encouraging Participants To
Interact, pages 106-117 Do at least one
round-robin practice in which everyone gets
a chance to moderate

Discuss questions Six through Ten

Based on the round-robin practice and the
exeraises on Questions and Probing, ask
each team to revise its topic guide
Encourage the teams to read the guide to
several friends and colleagues to make
further revisions before they do their own
focus group research

With participants in pairs, review three things
they learned about focus group discussions

Participant’s preparation for Day Three

Read Handbook, Sections 3 and 8

As a reminder, call those you recruited for the practice focus group (tomorrow)

Appendix Workshop Design

Session Matenals

Materials described in
group exercise

Video TV wvideo cas-
sette player
Optional One copy
per participant of
Answers to
Questions

Topic guides developed
in Step Four, Skill
Overviews on Asking
Questions With Care
Probing For More and
Encouraging
Participants To Interact
(Participants should
already have copies of
this material )
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Workshop Session Time Estimate

Moderator
Skill Building

Break

Completion and
discussion of
Step Five, Design
Forms for the
Moderator and
Note Taker To
Use During a
Focus Group
Discussion,
pages 37-41

Do and Discuss
Step Six,

Draft Your
Self-Evaluation
Form, pages 42-44

Completion and
discusston of
Step Seven,
Practice a Focus
Group Discussion
page 45-47

2 hrs

15 min

| hr

30 min

30 min

132

How to Lead the Session

See Skill Encouraging Participants To
Interact pages 106-117 Choose an exer-
cise(s)

Create forms to use during the focus group
discussion using worksheets

Draft Self-Evaluation Form using worksheets

Prepare participants for the practice by
reviewing the topic guide they will use

Show the first four steps you completed in
preparing for the practice so that participants
understand the research purpose

Use the information in Step Seven to make
sure everyone has a role for the practice

focus group discussion

Two people may want to switch into role of
moderator

Two people may want to use note taker’s
forms

One person could greet and screen partici-
pants for the second time

Appendix Workshop Desior

Session Materials

One copy per partici-
pant Overview, other
materials described in
the exercise

One copy per team
overview example, and
worksheet for

Step Five

One copy per team
information, example,
and worksheet for
Step Six

One copy per partici-
pant Topic guide you
drafted for the practice
(or one you have

chosen from participant
drafts)

Overviews and work-
sheets for Step Seven



DAY THREE R

Workshop Session Time Estimate

Completion and
discussion of
Step Seven
Practice a Focus
Group Discussion
continued

LUNCH

Focus Group
Practice Among
Community
Members

Completion and
discussion of
Step Seven
Practice a Focus
Group Discussion
pages 45-47

Review and
Wrap-Up

Participants preparation for Day Four

Read Step Eight

2 hrs, 30 min

I hr

15 mmn
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How to Lead the Session

One person could prepare visuals to docu-
ment the process of the group

Explain that today’s practice should help
everyone better understand focus group
research but more practice should be
arranged After the workshop everyone
who plans to moderate focus groups for
actual research should schedule a practice in
the community In other words, they should
do Steps Seven and Eight with their own
participants and topic guide

See Handbook, Section Three, pages | 1-16
to help with logistics of practice group

Ask the moderators to complete and discuss !
their self-evaluations from Step Six and use
these self-evaluations or pictures from Step
Seven to discuss their experiences

Explain that tomorrow you will use the
content of this practice group discussion to
organize and summarize notes

In parrs, participants should discuss three
things they learned about themselves today
Go around the room and ask pairs to share

what they learned

Session Materials

Six to seven members
of the community, a
topic guide, note taker s
forms

A quiet location
refreshments, tape
recorder {optional)

One copy per team
overview from Step
Seven, and worksheets
from Step Six
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Worlkshop Session Time Estimate

Completion and
discussion of Step
Eight Organize
Your Notes for the
Research Report

Break

Building
Moderator Skills

More Practice
Among Workshop
Participants

Assess the Needs
of Workshop
Participants

LUNCH

2 hr

15 min

45 min

| hr, I5 mmn

15 min

134
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How to Lead the Session

Explain that participants will practice organiz-
ing and summarizing notes from yesterday's
practice They can follow this same process
when they do their own discussion group
after the workshop

Using the notes from yesterday’s practice,
everyone should discuss Step Eight and work
on It together

You may want to have small groups work on
summarizing different discussion questions
Discuss how this practice would help pre-
pare them for their own future focus group
research

See Skill Asking Questions with Care
pages 89-94 Choose an exercise

See Skill Encouraging Participants To
Interact Do Exercise 4, Handling Problem
Situations, pages 106-117

Ask group members what they would like to
work on this afternoon Explain that they
can split into smaller groups work in project
teams, or work individually, using the Video
the Handbook and/or the Guide

As workshop leader, you may suggest addi-
tional skill-building exercises from the Guide,
based on what you and the group members
feel are their weaknesses

Appendix Workshop Design
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Session Matenals

One copy per team
overview example, and
worksheet for Step
Eight

One copy per partici-
pant Overview, other
materials described in
the exercise

One copy per partici-
pant Overview, other
materials described in
the exercise



DAY FOUR

Workshop Session Time Estimate  How to Lead the Session Session Materials
Focus on Needs of 3hr Ideas

Workshop

Participants Do more skill-building exercises Go back to

skills you touched on or new ones, such as
Using Simple Language

Do more round-robin moderating (with spe-
cial feedback on how and when to probe)

Continue to practice with problem
situations

Show the Video one more time and ask
‘What new things did you notice this time?”
“Why do you feel that 1t 1s important for you
as a future moderator?”

Closing Exercise | hr Do the second exercise under the Skill
Finding Similarities and Differences
This exercise will build the skill and help
participants stay connected to each other in
the future
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GLOSSARY

The following words and phrases are particularly important when used n
discussing focus group research

Active listening 1s listenung carefully to the discussion and using nonverbal
communication and feedback from the participants to move the discussion
logically from one pomt to the next

Feedback 1s giving participants useful 1deas on how they could improve
what they have just done or said It 1s important to get feedback on your
moderating skills from an experienced moderator to learn to moderate effec-
tively

A focus group 1s a loosely structured, mformal discussion among six to ten
mdividuals who meet to reveal information on a particular research topic In
focus group research, a skilled moderator encourages people to talk with
each other and gains msight into their feelings and thoughts on a particular
topic

A focus group moderator sparks and guides the discussion among focus
group participants The moderator tries to keep people talking about 1ssues
of interest to the research without including personal opinions or attempting
to educate participants

Four stages of focus groups are the introduction, rapport building, in-depth
discussion, and closure Focus groups are structured so that the group pass-
es through all four stages of discussion

Linking 1s when a moderator recalls comments that participants have made
that are related to each other For example, “Several of you mentioned the
words fear, afraid, and scared during our discussion Let’s talk more about
these feelings ”

A moderator’s summary sheet 1s a form that includes names of and key
mformation on focus group participants It can help moderators personalize
the discussion with a particular group of participants It serves as a
reminder of who 15 1n the group and what they have in common This infor-
mation can be useful as a moderator guides the discussion

Nonverbal communication 1s conveying information without using words
This includes eye contact, facial expressions, movements of the hands, body,
and head, and tone of voice

A note taker’s form 1s used by a note taker (sometimes referred to as an

assistant moderator), who uses the form to write as much as possible about
what the group members say and how they react to different questions

Glossary
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Open-ended questions are questions that begin with “what,” “how,” “who”
or such phrases as “list what you think,” “can you tell me,” “can you
explain,” “tell me more about ” These kinds of questions are used often in a
focus group discussion because they encourage thoughtful, undirected, and
honest responses from participants

Probing 1s the use of questions, statements, or silence to get additional infor-

mation or deeper meaning from what participants say during a focus group
discussion

Qualitative research provides information on what people think, feel, and
do For example, some mothers feel that breastfeeding 1s not modern
Qualitative research 1s helpful in 1dentifying 1ssues of importance to better
understand the reasons why focus groups give this kind of information

Quantitative research methods, such as written surveys or closed inter-
views, give numerical estimates For example, 20 percent of mothers
surveyed breastfed their last child Quantitative research generates conclu-
sive data It estimates how many people there are, verifies the number of

times something happens, or documents differences between things that can
be measured i numbers

Reweaving 1s a technique a moderator uses to rentroduce a relevant and
important 1ssue that participants have raised to get the whole group to talk
about it For example, “Earlier many of you mentioned that you felt that

hospatal staff members were rude Let us talk a bit about how we feel when
people are rude to us ”

A screening questionnarre 1s used to make sure focus group participants are
representative of your selection criteria If possible, screening questionnaires
are adminustered individually several days before the group meets They are
also used to ensure that participants are alike 1n regard to the research topic

A self evaluation form 1s a personalized form completed by a moderator
after a focus group discussion has taken place It should include 1ssues the
moderator feels are most important to remember and improve upon in fur-
ther focus group discussions

Serial interviewing asks the same question of several participants, one after
the other, and inhibits stimulating cross conversation Moderators should
instead encourage cross conversation among participants Their comments

and questions to each other often reveal the most interesting and heartfeit
1ssues
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Subgroup (or homogenous group) of participants means that participants
m a focus group are similar with respect to the topic being discussed
Researchers consider social class, life cycle, user status (current behavior),
level of expertise, age, marital status, culture, sex, iteracy /formal education,
urban/rural location, and other characteristics to decide who belongs togeth-
er in a focus group If a group 1s homogeneous, participants will be more
likely to say what they truly think or feel about a topic

A summary report 1s prepared from notes orgamzed from the discussion
The report lists the discussion questions from the topic guide and uses words
(not numbers) to summarize what participants said For example, “Most
mothers felt that ” or “few mothers disagreed ” Quotes may be used to
represent points of view Later, summary reports may be used to write an
analysis of the total number of focus groups done for a research activity

A topic guide 1s used by focus group moderators to help them decide what
to ask participants Topic guides should include the four stages of a focus
group discussions Less experienced moderators use guides that list specific
questions or statements they plan to pose to the group Under each question
or statement, the guide lists possible probes More experienced moderators
may use a less structured list of topics and decide on questions as they go
along

Glossary
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