
Begin with an icebreaker and clarify
that there are no right or wrong
answers, emphasizing the importance
of honesty. 

Use audio or video recording to capture the discussion
accurately, and transcribe it for detailed analysis later. 

Record and Transcribe the Discussion

QESS I-Cap Project
How to Conduct Focus Group interview 

Clearly identify the purpose of the focus group to guide the
discussion and ensure that you collect relevant data. 

Define Clear Objectives01
If exploring consumer opinions on a new product, your objective might be to
understand preferences and identify potential improvements. 

Example

Choose participants who
represent the target
demographic and can
provide diverse perspectives
relevant to the study. 

Select Participants
Carefully02

For a focus group on educational
technology, select a mix of teachers from
different grade levels and subject areas. 

Example

Develop a guide with key topics
and questions to keep the
discussion focused and ensure
all relevant areas are covered. 

Prepare a Structured
Discussion Guide03

Create a guide with sections on
product features, user experience, and
suggestions for improvement, with
specific questions for each. 

Example

Ensure the setting is comfortable and conducive to
open discussion, with seating arranged to encourage
interaction. 

Create a Comfortable Environment04
Use a round table in a quiet room with good lighting, and provide
refreshments to help participants feel at ease. 

Example

Have an experienced
moderator who can
facilitate discussion,
encourage participation, and
manage group dynamics.

Use Skilled
Moderation05

The moderator should ask open-
ended questions, probe deeper into
responses, and ensure that all
participants have a chance to speak. 

Example

Foster an atmosphere of
trust where participants feel
comfortable sharing their
true thoughts and
experiences. 

Encourage Open and
Honest Dialogue06

Example

07
With participants' consent, record the session using a digital recorder,
then transcribe the conversation verbatim for thematic analysis. 

Example

Be mindful of dominant
participants and ensure
balanced contributions from
all members, preventing any
one person from monopolizing
the discussion. 

Manage Group
Dynamics08

If one participant dominates, the
moderator can gently redirect by saying,
"Let's hear from someone who hasn't had
a chance to speak yet." 

Analyze the data
systematically to identify
themes, patterns, and
insights that address your
research objectives. 

Analyze the Data
Systematically09

Use qualitative analysis software to
code responses and identify common
themes related to consumer
satisfaction and product usability. 

Example
Example

Offer feedback to participants about how their input will be used
and consider follow-up if clarification or additional information is
needed. 

Provide Feedback and Follow-up10
Send a summary of key findings to participants and thank them for their contribution,
highlighting how their feedback will inform product development. 

Example
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