

FOCUS GROUP GUIDE
A focus group is a group of people with one or more things in common – age, experience, background.   Select your focus group carefully depending on what you want to find out.   If you are gathering evidence of learning - the people you invite will need to be able to describe their experiences of learning in your museum, archive or library.   

A focus group may be a consultative group, a local community group, a reading group or a group of teachers or students.  

Preparing for the session 

· A focus group session should last for around 1.5 hours. 

· Offer a payment of around £25 or a small gift to thank people for their time. 

· The room you select should be suitable for everybody’s access requirements. You need to create an appropriate environment and make the room friendly and informal.   A round table is a good idea or seat people in a circle. 

· Provide plenty of tea, soft drinks and biscuits.  

· Welcome people when they arrive and offer refreshments.

Managing the session

The facilitator guides the discussion and ensures that everybody has a fair say.  It will be useful to make a plan of the room before you start and note where each member of the focus group is sitting.  Use people's names.   Ask a colleague to take notes so that you can concentrate on facilitating the discussion.  Alternatively you may decide to record the group though this is difficult if there are more than six people.

When taking notes, it is important that you are as accurate as possible.  Write in the first person e.g. “I think that the museum should do more to help visitors to learn” rather than “George thinks that the museum should do more.” 

Conducting the Group

· Address people by name and invite them to introduce themselves
· Introduce yourself and explain why you they are here and what you are doing – looking for evidence of the impact of learning for users of your organisation.
· Follow the discussion themes one by one.  Aim to spend an equal amount of time on each question.
· Make sure that everybody can speak.  Don’t let one person dominate.  Ask people for their opinions and reactions

· If the discussion goes away from the themes steer it back to the question but do not be rigid in your structure.

At the end thank everybody for their time.  Make sure that you have their permission to use quotes in reports.

Writing up the results

Write up the notes from your focus group as soon as possible or have the recording transcribed, ideally within 24 hours of the session. 

It may then be useful to write a short report to summarise the results and conclusions from this process in relation to the generic learning outcomes.   Be clear about the purpose of this report and how you would like to present the outcomes of the research to stakeholders and colleagues.  For example

· How do the outcomes of this study demonstrate that your provision appears to be enabling learning? 

· What are the strengths of a particular programme aimed at a specific target group?  How is this supporting their learning? 

· What can you learn from this that will help you to improve the museum, archive or library's services?

www.mla.gov.uk 

