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Time and location 

Set a date: Plan a day and time that is convenient for the participants. Before the date of the focus 

group/semi-structured interview, invite appropriate participants to take part. It is helpful to send 

reminders 1 day before the session takes place. 

Reserve a space: It is up to you to use your best judgement and decide on the most appropriate location. 

Select a location that is comfortable, quiet, and has some degree of privacy. It may be necessary, 

depending on the participants, to have the group meet in a public space such as a church or community 

center. Arrange for food and drink, if appropriate. 

Additional considerations for conducting focus group/semi-structured 

interview sessions 

Be mindful of the following items when designing methodologies for the use of foc!耀/̀ -
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Focus group/semi-structured interview session day preparation 

It’s the day of your focus group/semi-structured interview session. Below are important steps you must take 

to get ready before your participants arrive. Use the template below, Start your focus group/semi-

structured interview session, when preparing for the facilitation of the session. 

Required planning 

Follow the focus group/semi-structured interview script Template 

Important note: submit your script to the REB for approval, you must do so before conducting your focus 

group/semi-structured interview session.  

The focus group/semi
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Required materials 

¶ 
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Start your focus group/semi-structured interview session 

Part 1: Introduction (10 – 15 min) 

Say: 

¶ Your name and position. 

¶ The name of any other facilitators/study team members in the room. 

¶ Purpose of the focus group/semi-structured interview: state the purpose of doing the 

focus group/semi-structured interview session, study title and topics for focus 

group/semi-structured interview discussion. Provide explanation about study 

objectives. 

¶ Explain your role as facilitator for the discussion.  

Do: 

¶ Point out refreshments if available, name tags if used. 

¶ Emphasize that people should use their first name or pseudonym only.  

Say: 

¶ Introduce the letter of information/verbal consent script to participants.  

Important note: You must follow the script included in the Focus group/semi-structured 

interview Script Template that was approved by the REB. 

Do: 

¶ Provide participants with Letter of Information/Informed Consent Form.  

Instructions: 

¶ Review the letter of information
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Time: 

¶ Check the time to ensure the session progresses appropriately. 

Conclusion of Part 1  

 

Part 2: Group Discussion (30 – 60 min) 

Instructions: 

Focus group/semi-structured interview discussion begins with the facilitator asking the first 

question (you can provide participants with the questions on a sheet of paper or screen, if 

applicable). 

Do: 

¶ Prompt discussion for general responses of participants to each question. 

¶ Follow the focus group/semi-structured interview script developed for the session. 

Important note: You must follow the script included in the Focus group/semi-structured 

interview 


