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Template - Focus Group conversation guide 



This tool is to be used as a guide to help you plan your focus group. You can expand and modify any of the below to suit your focus group objectives.
Introduction:
· Welcome participants and thank them for their time and contributions.
· Introduce yourself as the facilitator and briefly explain your role.
· Introduce other staff members in the room.
· Provide a brief overview of the focus group's purpose, objectives, and how their feedback will be used.
Icebreaker (Optional):
· You might want to begin with a light icebreaker activity to help participants feel more comfortable and encourage interaction. Think through how it would work if are running your session virtually. For example, you could ask people where they are joining from and then turn this into a word cloud. 
· If you don’t think an icebreaker is appropriate – do ask people to introduce themselves and something relevant to the focus group, such as “How long have you been accessing this service” or “tell us why you joined us today”. 
Confidentiality Reminder:
· Emphasise the importance of confidentiality and assure participants that their responses will be anonymised.
· Explain how their feedback and the discussions today will be used and how their privacy will be protected.
Ground Rules:
· Share ground rules to help ensure a productive discussion and encourage participants to follow the rules set out. 
Main Discussion:
· Introduce the first topic or question related to the focus group's objectives.
· Facilitate the discussion by asking open-ended questions that encourage participants to share their thoughts, opinions, and experiences.
· Encourage active listening and respectful interactions among participants.
· Prompt for clarifications or follow-up questions when necessary to deepen the conversation.
· If running a virtual session, monitor the chat and bring any points raised into the main discussion.


Probing 
· Ask follow-up questions that encourage participants to elaborate on their responses, provide examples, or consider different perspectives.
· Encourage participants to express divergent viewpoints and challenge assumptions, fostering a rich and varied discussion.
Transition Between Topics:
· Guide the transition to the next topic by summarising key points from the current discussion.
· Introduce the new topic and its relevance to the overall focus group objectives.
Balancing Participation:
· Be attentive to participants' engagement levels and ensure that quieter voices are encouraged to contribute.
· Gently redirect dominant participants to allow others to share their thoughts.
Wrap-up:
· Summarise the key insights and themes discussed during the focus group.
· Invite participants to share any final thoughts or additional points they would like to add.
Next Steps
· Briefly outline how the information gathered will be analysed and used.
· Inform participants of any follow-up activities, such as surveys or additional discussions.
Closing:
· Thank participants for joining you. 
· If you are giving out vouchers, explain how these will be sent out to people. 
· Provide contact information for any further questions or feedback.
· Remind participants of the confidentiality of the discussion and any next steps.
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