Facilitating Focus Groups

1. Major goal of facilitation is collecting  information on what the community  knows and feels about the bond proposal.  

2. Ask everyone to make a Name Tag. Introduce yourself. 
3. Let them know that the session is scheduled for about an hour.
4. Explain you will be summarizing the  session using the flip chart. To maintain confidentiality no direct quotes will be used. We want you to speak openly.

5. Explain you have been given a set of questions to discuss with the group. Facilitate discussion around the answers to each question, one at a time.  Allow the group a few minutes for each member to carefully consider their answers. 

6. Summarize comments using the flip chart.  After each question is answered, carefully reflect back a summary of what you heard. You should correct any errors in FACTS you hear, but try to refrain from giving your own opinions.
7.  Ensure even participation. If one or two people are dominating the meeting, then call on others. Consider using a round- table approach, including going in one direction around the table, giving each person a minute to answer the question. If the domination persists, note it to the group and ask for ideas about how the participation can be increased. 

8. Closing the session – Tell members that they will receive a summary of the report generated from their answers, thank them for coming, ask if there are any questions and adjourn the meeting.

Immediately After Session
1. Make any clarifications on your written notes, e.g., make them legible, ensure pages are numbered, fill in any notes that don't make senses. Turn charts in to the designated person.

2. Write down any observations made during the session. For example, what was the nature of participation in the group? Were there any surprises during the session?

Questions

Where do you get most of your information about our schools? 

Which source do you trust as most reliable and honest?

Do you know anyone personally that works for the school district?

Excluding today, how long has it been since you were last in one of our school buildings?

As a result of a thorough facilities study, the board of education is considering a bond issue to …

1. What questions would you want to have answered about this proposal?

2. Based upon your circle of friends, co-workers and/or contacts, what do you think is the attitude toward such an issue – positive or negative?

3. If the board would decide to have a bond issue, would you probably be positive or negative?

For more information contact Dave Kahn @ UBS Financial Services Inc. (800) 522-1973


