
Preparing for the Focus Group

01 Define Objectives

Getting Started
with 
Focus Groups.

Managing focus groups effectively requires careful planning, facilitation, 

and analysis.

Here's a comprehensive guide to help you through the process:

02 Recruit Participants
Identify your target demographic and recruit participants accordingly. 

Ensure diversity to capture a range of perspectives.

03 Select Venue and Time

Choose a comfortable and neutral location for the focus group. 

Schedule it at a time convenient for participants.

04 Train Moderators
If multiple moderators will lead the focus group, ensure they are 

trained on the discussion guide and facilitation techniques.

Identify your target demographic and recruit participants accordingly. 

Ensure diversity to capture a range of perspectives.



Conducting the Focus Group

01 Welcome Participants

02 Set Ground Rules
Establish guidelines for respectful communication and ensure everyone 

has an opportunity to speak.

03 Facilitate Discussion 

Use the discussion guide to lead the conversation while allowing for 

flexibility. Encourage active participation from all participants.

04 Manage Time
Keep track of time to cover all planned topics. Redirect the conversation 

if it veers off track.

Start by welcoming participants and providing an overview of the 

session's purpose and structure.

05 Encourage Honest Feedback
Create a supportive environment where participants feel comfortable 

sharing their opinions and experiences.

06 Take Notes
Assign someone to take detailed notes during the session, capturing key 

points and participant responses.



Post-Focus Group

Debrief

Transcribe and Analyze
Transcribe the audio recording (if available) and analyze the notes to 

identify themes and patterns.

Report Findings

Prepare a summary report outlining the findings, insights, and recommendations 

from the focus group.

Follow-Up

Consider follow-up activities, such as additional research or stakeholder 

meetings, to further explore specific topics or address unanswered questions.

Meet with moderators and note-takers to discuss key insights and observations 

from the focus group.



Tips for Success

Stay Neutral

Listen Actively
Pay close attention to what participants are saying, and probe deeper 

into interesting or ambiguous points.

Be Flexible

Adapt your approach based on the dynamics of the group and unex-

pected developments during the session.

Respect Confidentiality 
Ensure that participants feel comfortable sharing sensitive information by 

respecting their confidentiality and privacy.

Avoid influencing participants' responses and maintain an impartial 

stance throughout the session.

Thank Participants
Express gratitude to participants for their time and valuable contributions 

to the focus group.

By following this guide, you can effectively manage focus groups to gather valuable 

insights and inform decision-making processes.

Consulting Support

Great Place To Work® conducts focus 

groups on behalf of clients regularly. If 

you’d like to discuss the support we can 

provide, let us know here.

https://www.greatplacetowork.ca/en/contact-customer-support

