Quick Tips for Focus Group Moderators
· Winging it may work some of the time, but planning is important if these focus groups are to succeed. Know what you’re doing before you get in there. 
· Make sure that focus group participants have received and reviewed all pertinent material (i.e. agenda, Mr. Hoyt’s Position Paper, Vision Statement, Bishops’ Document) prior to the focus group sessions.  
· Before the focus groups meet, provide each participant with worksheets (copies included.) Each worksheet will contain one core value and related questions. The goal of the worksheets is to prompt brainstorming prior to the meeting, so that the discussion will be more productive. These worksheets may be collected at the end of the meeting to supplement your recorder’s notes. 
· Make sure that everyone introduces themselves before the focus groups begin. If everyone doesn’t know each other, consider using name tags. 
· Set a couple of simple ground rules at the start: one person speaks at a time and everyone participates. 
· These focus groups are not the forum to persuade another to a belief or to air/resolve disagreements. 
· Direct questions to members who might not be participating as much as some others. Discussion prompts have been provided to assist with this.
· Urge participants to provide full, action-oriented answers, i.e. not just “We need more students,” but “we can get more students by doing XXX.”
· One way to encourage comments from everyone is to use a round-table approach; that is to go in one direction around the table, giving each person a minute to answer the question. 
· Consider the use of props – for example, flip charts. Provide notepads and pencils for each participant.  
· Let the participants know that the report will be that of the entire focus group; it will not mention who said what. 
· Thank you goes a long way – say it at the beginning and say it at the end. And make sure that you get people out of there when you say you will. 
· No one likes to work on an empty stomach. Make sure you have light refreshments for the groups; they will earn whatever you provide. 
· It’s important that members of the focus groups connect with one another. A U-shaped or round table is preferable in that it encourages a friendly atmosphere.
· Your recorder should review his/her notes the next day, summarize them and begin preparing your school’s report. Memories fade over time and those crisp comments you heard last night will be much harder to recall a few weeks later. 
· Keep focus group members updated on what happens after their session and provide them with any reports/summaries that you submit to the Archdiocese. 
· Inform the entire school/parish community about the focus groups through the school newsletter/parish bulletin. Name those who participated and publicly thank them for their efforts. Use your webpage to keep the entire school/parish community informed about your role in the project. Send OCS updates and photos for inclusion in their website.
· This is a wonderful opportunity for talented people who care about Catholic education to put their heads together and have fun doing it. So enjoy! [image: image1.png]



