Erie County Technical School
Focus Group Moderator’s Guide
Student Interest but No Application

e Hello! My name is [moderator’s name]. I'd like to start off by thanking each of you for taking
time to come today. We’ll be here about 1 hour.

e The reason we’re here today is to get your opinions and attitudes related to the Erie County

Moderator introduction, Technical School. I’'m going to lead our discussion today.
thank you and purpose
(1 minute) e |am not here to convince you of anything or try to sway your opinion. My job is just to ask

you questions and then encourage and moderate our discussion.

e |also would like to introduce [name of recorder]. [He or she] will be recording our discussion
today for our report.

To allow our conversation to flow more freely, I'd like to go over some ground rules.

1) Please talk one at a time and avoid side conversations.
2) Everyone doesn’t have to answer every single question, but I'd like to hear from each of you
Ground Rules today as the discussion progresses.
(2 minutes) 3) This will be an open discussion ... feel free to comment on each other’s remarks.
4) There are no “wrong answers,” just different opinions.
5) Say what is true for you, even if you’re the only one who feels that way.
6) Don’tlet the group sway you. But if you do change your mind, just let me know.
7) Just let me know if you need a break.

Before we start talking about the Erie County Technical School, I'd like to get more acquainted

Introduction of with each of you. Please tell me:
Participants
(5 minutes) 1) Your name

2) What ECTS program were you interested in?

Ice Breaker 1) When you visited ECTS, what did you think was really interesting about the Technical
(8 minutes) School?

1) What one thing about the school made you say ‘yes/maybe’ you would apply?
2) How do your parents feel about you applying to the technical school?
3) What kept you from turning in your application?

Specific Questions
(25 minutes)

Present material to Take a few minutes and study this list.

galuzge feactlon 1) Which statement ‘strikes a good note’ in you?
(12 minutes) 2) Does this information make you think differently about your plan to apply to ECTS?
Closing Questions 1) What could ECTS do so you would turn in your application?
(8 minutes) 2) What could [school district] do so you would turn in your application?
Closin e Thanks for coming today and talking about the Erie County Technical School.
. & e Your comments have given me lots of different ways to see this issue.
(1 minute)

e | thank you for your time.

Total Estimated Time: 60 minutes
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Look forward to school! Make the most of your high school experience by doing something you enjoy.

Be ready to excel! Develop the expertise, confidence, and work ethic for tomorrow’s top careers or
professions.

Get a jumpstart on college! Earn valuable college credits in high school - 52.6% of ECTS students move on to
college.

Earn while you learn! Use your career tech experience to fund further education such as college or
advanced career training.

Get connected! Meet students who have similar goals, interests, and talents in a friendly environment.

Learn from experts! Connect with instructors, experienced in their fields, to acquire technical and academic
skills for high-demand careers.

Stay a step ahead of the competition! Earn critical business and industry certifications, credentials, required
licenses, and college credits.

Experience is everything! Enjoy a dynamic, fun, and safe environment where you are respected, treated like
an adult, and encouraged to succeed.

Do more! Explore, experience, and excel in high school while preparing for immediate employment and
further education.

Work with the best! Experience nationally recognized curriculum taught by industry experts using advanced
technology and equipment.

Experience the best of both worlds! Participate in your home high school activities while learning skills for a
lifetime.

Receive the best of both worlds! Earn a diploma from your home high school plus certifications from Erie
County Technical School.

Learn to earn! Move beyond the classroom to internships and worksite earning experiences.
Put your education to work! Apply what you learn to real world experiences.
Get it all! Acquire technical, academic, and employability skills for college and career success.

Reach out! Use your unique skills and talents to enrich and connect to your community through career-
focused service projects.

Build a road map to success! Develop a customized career plan, together with an advisor, based on your
unique interests and talents.

Learn tuition FREE! Take advantage of public funded career education in high school compared to
potentially paying thousands after graduation.
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Guidelines for Conducting a

Surveys assume that people know how they feel. But sometimes they really don’t. Sometimes it
takes listening to the opinions of others in a small and safe group setting before they form
thoughts and opinions. Focus groups are well suited for those situations.

Focus groups can reveal a wealth of detailed information and deep insight. When well

executed,
Surveys are good for collecting information about people’s attributes and attitudes

but if you need to understand things at a deeper level then use a focus group.

If you've ever participated in a well-run focus group you’d probably say it felt very natural
and comfortable to be talking with a group of strangers. What you didn’t know perhaps were
the many hidden structures behind it all. A good focus group requires planning — a lot more
planning than merely inviting a few key people to casually share their opinions about a topic.

Outlined here are the details for conducting a high quality focus group. Also included are step-
by-step instructions for making sense of all the information you collect in the groups.

In thls Guide you will find checklists for:
Defining a focus group
=  Designing focus group questions
*  Recruiting and preparing for participants
=  Conducting the focus group
=  Analyzing the data

You will also find samples of the following items:
=  Focus group questions
=  Recruitment flyer
=  Invitee tracking form
=  Introductory remarks
=  Sample consent from
=  Data analysis format
=  Synthesized report format

Defining a focus group
|
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D A homogeneous group of strangers comprise the focus group.
Homogeneity levels the playing field and reduces inhibitions
among people who will probably never see each other again.

D A focus group is not:

A debate

Group therapy

A conflict resolution session

A problem solving session

An opportunity to collaborate
A promotional opportunity
An educational session

Designing focus group questions

d
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D Focus group participants won’t have a chance to see the questions
they are being asked. $o, to make sure they understand and can
fully respond to the questions posed, questions should be:

= Short and to the point

= Focused on one dimension each

=  Unambiguously worded

= Open-ended or sentence completion types

= Non-threatening or embarrassing

= Worded in a way that they cannot be answered with a
simple “yes” or “no” answer (use “why” and “how” instead)

D There are three types of focus group questions:
1. Engagement questions: introduce participants to and make
them comfortable with the topic of discussion
2. Exploration questions: get to the meat of the discussion
3. Exit question: check to see if anything was missed in the
discussion

AN EXAMPLE
Questions for a Focus Group on Dental Flossing

Engagement questions:
1.  What is your favorite toothpaste?
2. What do you notice when you look at other people’s teeth?

Exploration Questions:

3. Who in particular has influenced your dental habits?

4. What are the pros and cons of flossing your teeth?

5. When you floss, how do follow through? When you don't, why not?

6. How do you feel when told about possible damage caused by not flossing?
7. How do you feel about yourself when you floss regularly? When you don't?

Exit question:
8. Is there anything else you would like to say about why you do or do not floss
your teeth on a regular basis?

Note: Flossers and non-flossers in separate groups.

D In an ideal focus group, all the participants are very comfortable
with each other but none of them know each other.

D Homogeneity is key to maximizing disclosure among focus group
participants. Consider the following in establishing selection criteria
for individual groups:
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=  Gender — Will both men and women feel comfortable
discussing the topic in a mixed gender group?

= Age - How intimidating would it be for a young person to be
included in a group of older adults? Or vice versa?

=  Power = Would a teacher be likely to make candid remarks
in a group where his/her principal is also a participant?

=  Cliques = How influential might three cheerleaders be in a
group of high school peers?

Pregnant Women Heeded

FOCUS GROUP
“Weight Gan During Pregnancy™

F25 per patticipant and & chance towin a $100
gift cedificate to "Bahies R Us"

Samﬁle—ﬂyeH Thalwomens Heatth Section ofthe StEbe Heatth Departmant B
Bpongoring 3esriea offocus groupato karn why soms
women do nat gain encugh weight during pregnancy. fyou
are pregnant wawould liketo invie youto joinaemaligroup
ofother pregnant womento help ue underetand why. The
Fdbac kfrom the groupe will b ueed to deval p pubIk:
heakh meeeages for all pregnant women.

Tirne: | 5:30 to 7:00pm
When: Wednesday, Septernber 4
Where: | Kaiser Cinic
11111 Huron Street
Roormn: Moth Star

TeMldeol mer atd maxrrs roor gacs lboks el ik E=ogne opa:
Tall 332233 21 333 A0IAAIR
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D Over-invite in anticipation of a no-show rate of 10 to 20 percent.
But you will never want a group of more than 10 participants.

D Offer an incentive. In 2006 dollars, a monetary incentive of $50 per
participant is probably the minimum you should consider. Other
incentive ideas include coupons, gift certificates, paid time off to
attend the group, or an opportunity to win a big-ticket item at a
drawing conducted at the focus group.
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~~m=~Pheone Call Disposition~~~
Heospice of Metro City Focus Groups

Able to Participate? Ak Letter

Date| Invitee Hame | Phone oporyy COMMEATS | Sent

D Organize the times, locations and people involved for all the
groups you have scheduled.

An example:

DPS Alternative Schools Focus Groups

Bpril 23, 1908
Parmn Farmn
HMumbsr o ruaponibl | responable
udunta Farmon B B e,
g nasthd & | @mr | respsnadbe | ceguiiont ormamnd ruslitetor
ropm o | roml numbee [~ it B sudent mnd By group mnd o
Fchoolla] udurh o Audunla Qroup number ludlion onirmelion | srmngenan. | Edlitelor | Looelion Fims
[N H5. 225 [ 10 Sonja Sonja Sonja LA | Moon
o by Sobvazi to
Ernetzon St HE. B0 2 4 Lindaf Lindaf Linda[ Birad 1:15
bays Sanja Sanja Sonja
[={Y HE5, 225 4 7 Sonja Sonja Sonja Enxn CLA | Moon
qgifs Suzan ta
= Flarence H. %, 120 4 7 Joan Joan Joan 1:15
Crittendaon qifs
2 == HE. 0 E] 12 Lou &nin Lou Ann Lou Ann | Sobwazi [ CEC Fi20
bays Pete ta
s
4 [= = H5. 0 ] 12 Lou &nin Lau Ann Lou Ann Enn [= = Fi30
qits Suzan ta
g5
[= = [GE=R 10 2 4 Lou &nin Lau Ann Lou Ann LA | 10:00
5 bays Sobvazi to
[N [GE=R 25 [ E] Sonja Sonja Sonja Brad 11:15
bays
[= = [GE=h 10 2 4 Lou &nin Lau Ann Lou Ann LA | 10:00
6 qits Erin o
CLS Ef; 25 [ E] Sonja Sonja Sonja Susan 11:15

D Reduce barriers to attending when possible by offering:

= Evening or weekend groups for those who work during the day
=  Transportation or cab fare

=  Child care services

* Interpreter services

= A familiar public setting
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D Tell participants that the focus group will take about one and half
to two hours. Give them a starting time that is 15 minutes prior to
the actual start of the focus group to allow for filling out necessary
paperwork, having a bite to eat, and settling in to the group.

D Arrange for a comfortable room in a convenient location with
ample parking. Depending on your group, you may also what to
consider proximity to a bus line. The room should have a door for
privacy and table and chairs to seat a circle of up to 12 people (10
participants and the moderator and assistant moderator). Many
public agencies (churches, libraries) have free rooms available.

D Arrange for food. At a minimum, offer a beverage and light snack
(cookies, cheese/crackers, veggie tray, etc.). It is OK to offer a full
meal but be sure to add an additional 30 to 45 minutes to the
entire process so that everyone can finish eating before the group
begins.

D Ideally, the focus group is conducted by a team consisting of a
moderator and assistant moderator. The moderator facilitates the
discussion; the assistant takes notes and runs the tape recorder.

D The ideal focus group moderator has the following traits:

= Can listen attentively with sensitivity and empathy

= Is able to listen and think at the same time

= Believes that all group participants have something to offer no
matter what their education, experience, or background

= Has adequate knowledge of the topic

=  Can keep personal views and ego out of the facilitation

= Is someone the group can relate to but also give authority to
(e.9. a male moderator is most appropriate for a group of all
men discussing sexual harassment in the workplace)

= Can appropriately manage challenging group dynamics

D The assistant moderator must be able to do the following:

*  Run a tape recorder during the session

= Take notes in case the recorder fails or the tape is inaudible

=  Note/record body language or other subtle but relevant clues
=  Allow the moderator to do all the talking during the group
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D Both moderator and assistant moderator are expected to welcome
participants, offer them food, help them make their name tents,
and direct them in completing pre-group paperwork.

D Name tents should identify participants with a number written
largely for anonymous identification of individuals as they make
comments.

D It may be important to collect demographic information from
participants if age, gender, or other attributes are important for
correlation with focus group findings. Design a short half page form
that requires no more than two or three minutes to complete.
Administer it before the focus group begins.
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D Before asking the first focus group question, an icebreaker can be
inserted to increase comfort and level the playing field. Example:
“If you had a limitless budget, where would you vacation?”

D The focus group moderator has a responsibility to adequately cover
all prepared questions within the time allotted. $/he also has a
responsibility to get all participants to talk and fully explain their
answers. Some helpful probes include:

= “Can you talk about that more?”
=  “Help me understand what you mean”
= “Can you give an example?”

D It is good moderator practice to paraphrase and summarize long,
complex or ambiguous comments. It demonstrates active listening
and clarifies the comment for everyone in the group.

D Because the moderator holds a position of authority and perceived
influence, s/he must remain neutral, refraining from
nodding/raising eyebrows, agreeing/disagreeing, or
praising/denigrating any comment made.

D A moderator must tactfully deal with challenging participants.
Here are some appropriate strategies:

= Self-appointed experts: “Thank you. What do other people think?”

= The dominator: “Let’s have some other comments.”

= The rambler: Stop eye contact; look at your watch; jump in at
their inhale.

= The shy participant: Make eye contact; call on them; smile at
them.

= The participant who talks very quietly: Ask them to repeat their
response more loudly.

(] When the focus group-is complete the moderator thanks-all
e T o - Gincentive),

D Immediately after all participants leave, the moderator and
assistant moderator debrief while the recorder is still running and
label all tapes and notes with the date, time (if more than one
group per day), and name of the group.
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