QIV Checklist for Focus Group Preparation & Facilitation
Name of HW:_________________________
Evaluator:___________________

Community: __________________________
Date: _____/_____/______

Yes   No
Prior to the FGD, Ask the Facilitator Open-ended Questions to Determine:

1. If the proper number of people (6-20) invited to the FGD?  
(     (
2. If the facilitator AVOIDED telling people exactly what would be discussed in the FGD prior to the meeting?  
(     (
3. If the facilitator invite people such that the FGD homogenous in composition (i.e., participants alike in important ways)?  
(     (
4. If the facilitator invite people such that there were not people involved (e.g., the mayor) who would seriously inhibit others from speaking? 
(     (
5. Did the facilitator adapt the questions to the specific community where the group session was conducted (if necessary)?
(     (
Preparation

6. Was the place that the facilitator selected for the FGD quiet?  
(     (
7. Was the place that the facilitator selected for the FGD relatively comfortable?  
(     (
8. Was the place that the facilitator selected for the FGD neutral?  
(     (
9. Was the place that the facilitator selected for the FGD accessible to most people?  
(     (
10. Did the facilitator have all the needed materials available (pen, paper, chairs/benches)?  
(     (
11. Did the facilitator small talk with the participants before everyone arrived?  
(     (
First Steps:

12. Did the facilitator wear appropriate clothing? 
(     (
13. Were participants seated so that they could see one another? 
(     (
14. Did the facilitator warmly welcome the participants when they arrived? 
(     (
15. Did the facilitator introduce himself/herself, his/her organization, and the recorders to the participants? 
(     (
16. Did the facilitator give an appropriate introductory statement where important details of the program and logistics (length, reason, breaks) were shared? 
(     (
17. Did it appear that the facilitator made the participants feel comfortable and appreciated? 
(     (
18. Did the facilitator ask the participants to briefly introduce themselves at the beginning of the session?  
(     (
Yes   No
19. Did the facilitator explain the purpose of having recorders, and the resulting report? 
(     (

IF THE FACILITATOR PREPARED THE QUESTION GUIDE:
20. Were the facilitator’s grand tour questions sufficiently detailed and open-ended? 
(     (
21. Did the facilitator put objective, descriptive, less personal questions before subjective, value-oriented, personal ones? 
(     (
22. Did the facilitator start with easy questions, proceed to hard ones then end with an easy one? 
(     (
23. Were the facilitator’s questions written in such a way that they generated the participants’ attitudes and opinions (rather than facts and the opinions of others)? 
(     (
24. Did the facilitator begin with a “sharing” type question? 
(     (

Use of the Question Guide

25. Did the facilitator follow the questions in the question guide? 
(     (
26. Did the facilitator repeat the “grand tour” questions before starting the discussion? 
(     (
27. Did the facilitator use an adequate number and type of “probes” to get participants to give more details on the questions asked? 
(     (
28. Was the facilitator flexible about the sequencing of questions where appropriate? 
(     (
29. Was the discussion on one question summarized before moving on to a transitional statement or another conversation topic? 
(     (
30. Did the facilitator use transitional statements as s/he moved from one grand tour question to another? 
(     (
31. If any very sensitive questions were used, did the facilitator preface these questions?  
(     (
32. Did the facilitator use humor where appropriate (to help people relax)? 
(     (
General Technique: 
33. Did the facilitator speak loudly enough for all participants to hear? 
(     (
34. Did the facilitator assure that conversation was natural and not going around in a circle (e.g., right-to-left)? 
(     (
35. Did the facilitator encourage participants to dialogue with one another? 
(     (
36. Did the facilitator speak at a proper pace and clearly? 
(     (
37. Did the facilitator use changes in voice intonation? 
(     (
Yes   No
38. Did the facilitator give people enough time to think in response to the facilitator’s questions? 
(     (
39. Did the facilitator redirect people when they were not speaking from their own experience? 
(     (
40. Did the facilitator encourage all participants to share their opinions? 
(     (
41. Did the facilitator deal effectively with those who tried to dominate the discussion? 
(     (
42. Did the facilitator encourage those who were hesitant to participate in the discussion to participate? 
(     (
43. Did the facilitator use paraphrasing to clarify comments? 
(     (
44. Did the facilitator appear to pick up on people’s body language, asking them questions? 
(     (
45. Did the facilitator maintain appropriate eye contact with the participants? 
(     (
46. Did the facilitator AVOID sharing his/her own opinion? 
(     (
47. Did the facilitator AVOID lecturing or teaching the participants? 
(     (
48. Did the facilitator generally allow participants to complete their thoughts and sentences without interruption? 
(     (
49. Did the facilitator encourage comments by nodding, smiling, or other actions that showed that he/she was listening and that their ideas were important? 
(     (
50. Did the facilitator appear to be knowledgeable of the subject that was being discussed? 

51. If conflicting answers were given to questions, did the facilitator AVOID trying to force people to reach consensus? 
(     (
52. Did the facilitator AVOID laughing at anyone? 
(     (
Last Steps

53. Were the participants thanked for their participation at the end of the discussion? 
(     (
54. Did the facilitator record his/her own key insights after the meeting prior to discussing it with the recorder? 
(     (
55. Did the facilitator meet with the recorder after the focus group discussion to review and refine the session notes? 
(     (
56. If used in the AB Awareness Campaign:  Were volunteers recruited to present the information from the focus group back to the community at a later date? 
(     (
Comments:____________________________________________________________________________________________________________________________________________________________________________________________________________



