
Activity Details

 Duration: 1.5 hours

 Venue: In-person or Virtual

 Size of Group: 3 to 8 people  per focus group. If you want to talk with more than 8 people, conduct more  
 than one focus group.

 Participant Types: Pilot Org Internal Team, Partner Orgs, Pilot Recipients, Larger Local Community 

 Event Type: Stand Alone Activity

  
 When to use this: When you have identified that there are problems or questions you need to answer and  
 want to go deeper with either a group of experts in the space or with the group of people who you are  
 experiencing the problem so you can fully understand the scope or need. This feedback will be used to check  
 your approach / focus and possibly inform the design decision you need to make for your pilot. 

Difficulty:  Level 2 - Easy 
*Rating based on 5-point Likert Scale and used by the design team to rate the difficulty of each activity. For  
any activities rated level 3 or above it is recommended to contact Income Movement for the initial workshop. 

This is the Focus Group activity, if you have not done so, please refer to the Overall Community Engagement 
Strategy Doc. This is a strategy document to help you consider the many details that go into hosting a 
workshop event. 
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Summary

In this activity you will collect viewpoints and ideas from a small group of specific people. Their feedback will 
be incorporated when solving a problem or lead to a better understanding of a concept or approach. To do this 
activity, invite a small group of people together to discuss specific questions or topics and document what comes 
from this conversation. From this conversation certain decisions can be made around the pilot, new viewpoints or 
approaches can be uncovered and ultimately your team can have a better understanding of how your pilot is or 
should be functioning. 

Goals

Your goals are dependent on your target audience and what you are trying to assess. These are a few goals that you 
can focus your workshop activity on: 

 ● Have a better understanding of a problem, viewpoint, and / or approach.

 ● Incorporate feedback from the specific impacted group into decision making or your understanding around pilot  
 functionality and / or impact.

 ● Demonstrate that you value the input from your participants and that their feedback is important for the  
 functionality of the pilot.
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In Person: Things You Need To Know, Have and Consider

Things to Know

Roles:

 ● Lead Facilitator - In charge of level setting and guiding the event / activity; support for all Moderators.

 ● Facilitators (Optional) - In charge of helping the Lead Facilitator and offering any support needed  
 by participants during the activity.

 ● The number of people invited to participate in the focus group as this will affect the way and extent to  
 which you need to facilitate. If you want to get at more personal topics, that will require someone  
 to be vulnerable, smaller groups are important, perhaps even having these be 1:1 interviews instead.  
 Be sensitive to what you are asking people to do, and how they will feel being asked to participate  
 with others in the room. 

 ● Write a script that can function as a guide while facilitating the workshop. Making sure you have time  
 to get to summative activities or questions is important. 

 ● Integrate interactive activities into the focus group whenever possible. Prioritizing activities, card sorts,  
 likert scales and other tools can help people identify their thoughts and feelings. They can share  
 results with the others in the group to help get at underlying assumptions or criteria for prioritization. 

Supplies for the Activity: 

Name Tags

Pens

Reg Sharpies (Optional)

Green Dot Stickers

Easel Pad Paper (Optional)

Easels (Optional)

Timer (can be on phone)

Income Movement GBI One Pager

Handouts on the pilot you are featuring / working with if applicable

$100 per participant as thank you for their time and participation.

 
Room Layout for the Activity: 

 ● Privacy is important for this activity so make sure there is a door that can be closed or you are in  
 a private area where no one will disturb the focus group. Have a room with a big enough table and  
 enough chairs for everyone to sit. A round table is most conducive to this activity.

Things to Have

Things to Consider

Keeping in mind the goal(s) of your workshop and the amount of time you have allotted for this workshop 
activity consider:
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Detailed Process for In-Person
This process has six sections: (1) Set-Up, (2) Introduction and Instructions, (3) Ideation, (4) Reflection, (5) Final 
Thoughts, and (6) Closing. Variations for this activity are included at the end of this detailed process.

Set-Up 
Make sure you have all the resources listed above or an equivalent to replace anything that is missing. 

Step 1:

 ● Make sure you are in a private room with a table and enough chairs for everyone to sit. 

 ○ Each question should be on it’s own sheet of paper, so people can take them one at a time. 

 ○ Print them and put them upside down in front of each seat, with a pen. 

 ○ Put a unique participant number at the top of each sheet (P1, P2, P3). Put participant numbers  
 next to the names on your participant roster sheets so you can correlate the data to the  
 person. By giving participant numbers to each, you are reinforcing the fact that their feedback  
 will be anonymized. Anonymization will help people feel fully comfortable with sharing any of  
 their thoughts and ideas. 

 ○ We have provided some example focus group questions below: Example Focus Group Questions

Step 2 (Optional):

 ● If you would like to capture recurring themes or ideas from participants on a piece of flipchart  
 paper for all participants to see then place a sheet on the wall or the pad on an easel. 

Step 1: (est. 5 mins)

 ● The Lead Facilitator should welcome everyone and thank them for taking the time to participate in  
 this focus group. Then each person in the room, facilitators and participants, introduces  
 themselves. After personal introductions, the Lead Facilitator should remind everyone why we  
 are here today, share about their organization and the pilot and give a brief outline on how the  
 focus group will be conducted.

Step 2: (est. 5 mins)

 ● The Lead Facilitator should then give instructions on how to do the activity.

 ● Example Instructions: “On each of the sheets in front of you is a different question or topic  
 that we would like to talk about in-depth with you all today. Think of this as a brainstorm, there  
 are no wrong answers. Share whatever arises from the questions or conversation. The goal  
 here is not consensus either. You may have very different perspectives than other people in this  
 room. That is okay. The way focus groups work is that each of you represents a number of people  
 in our community. You might be the only person in here who feels a certain way, but you  
 represent potentially hundreds of others in our community who feel the same. Your thoughts and  
 experiences are relevant, important, and valuable.”

Step 3: (est. 5 mins)

 ● Ask if anyone has any questions about the process and give time to answer so everyone is  
 feeling comfortable.

Introduction and Instructions 
Total Time Estimate: ~ 15 minutes
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Step 1:

 ● Start by asking everyone to flip over the top sheet on the stack in front of them. Read the first  
 question out loud. Ask if anyone has any clarifying questions and answer them. 

Step 2: (est. 5 mins)

 ● Ask each person to take a few minutes to write down their initial thoughts and answers to  
 the question. 

 ○ If the question would be better answered by having them participate in an activity like a card  
 sort, institute that. 

Note: this is important, as this gives people an opportunity to share their ideas without any  
bias from others in the room. 

Step 3:

 ● Ask people to share some of their initial thoughts they wrote down about the first question.  

 ○ Make sure to take notes on people’s responses.

Note: Depending on the size of the group, either allow the conversation to flow organically or ask 
participants to raise their hand.

Step 4: (est. 40 mins)

 ● Repeat this process until all questions are answered. The estimated time is based on answering 4  
 additional questions for a total of 5 questions.

 ○ Optional: During this process write down recurring themes or ideas on the flipchart paper.

Note: The total time estimate above is based on having 5 questions for your activity. If your activity 
will include more, add an additional 10 minutes for each question to your total time estimate.

Step 1:

 ● After all the questions have been answered and discussed the Lead Facilitator should ask the group  
 if they see any broader themes from the activity. 

 ○ Facilitator has some themes they have seen prepared to help make the conversations flow. 

 ■ Ask questions that get at the why?

 ■ I see xx shows up in several of the topics we covered today. 

 ● Why do you think that is? 

 ● How does this impact you in your own life / work?   

Step 2:

 ● Capture the themes and comments by writing them on the flipchart paper.

Ideation 
Total Time Estimate: ~ 50 minutes

Reflection 
Total Time Estimate: ~ 15 minutes
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Step 1:

 ● Thank everyone for doing this important work together and let them know how their feedback and  
 thoughts are going to be used to inform next steps.

Step 2: 

 ● Handout envelopes with $100 per person as they leave the event. 

Closing 
Total Time Estimate: 5 minutes

This is a chance to remind people about any pertinent information about next steps and to thank them for their time.
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Virtual: Things You Need To Know, Have and Consider:

Things to Know

Things to Have

Roles:

 ● Lead Facilitator - In charge of level setting the event / activity and guiding during the Whole  
 Community Share-Out; support for all Moderators.

 ● Moderators - In charge of helping the Lead Facilitator and offering any support needed by  
 participants during the activity.

 ● Tech Support -A staff member/volunteer or one of the Moderators who will be in charge of the  
 technical side of the event / activity.

Useful Virtual Space Terminology:

 ● Host - Lead Facilitator or Tech Support.

 ● Co-Host - Moderators, Expert, Tech Support.

 ● Breakout Rooms -Can be built inside of a floor through the Edit menu. Look in the top right hand  
 corner for the Rooms tab in order to access the building materials. 

Note: If you want to record your event, you will need to download software that records in-
browser experience as Kumospace does not have this functionality. Kumospace recommends 
Loom, a free screen recording software.

Supplies for the Activity: 

Kumospace Account

Google Account

 ○ Access to Google Docs 

Room Layout for the Activity: 

 ● The next page has different room set-up ideas that you can use as a guide for your own room  
 creation. It is important to think about your audience and design with that frame in mind.  
 Our examples include: a traditional focus group set-up, a more intimate setting, and a fun  
 casual setting. 
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Things to Consider

Keeping in mind the goal(s) of your workshop and the amount of time you have allotted for this workshop 
activity consider:

 ● The number of people invited to participate in the focus group as this will affect the way and  
 extent to which you need to facilitate. 

 ● Writing a script that can function as a loose guide while facilitating the workshop.

Detailed Process for In-Person
This process has six sections: (1) Set-Up, (2) Introduction and Instructions, (3) Ideation, (4) Reflection, (5) Final 
Thoughts, and (6) Closing. Variations for this activity are included at the end of this detailed process.

Set-Up 
For a virtual workshop we recommend using Kumospace to run your focus group. This is a fun and interactive space 
that allows you to build custom rooms. In order to make sure the space is ready for your participants, create your 
room a few days in advance as there are many features to explore. We also created Example Focus Group Questions 
that you can use as a guide when writing questions for your focus group.  

Below is our recommended way to share the questions / topics you would like to discuss with your participants and 
how you will document the conversation.  

Write your questions and conversation notes on a Google Doc. We reommend doing a split-screen between 
Kumospace and the Google Doc in order to stay engaged in the room. You can share the link to the Google Doc 
on the virtual tablet. You can place the virtual tablet on the table by going into Edit Mode and searching under the 
Custom Tab. The tablet is labeled Custom Link. You can also share them in the chat.
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These are the steps you will take in order to prep day-of:

Step 1:

 ● Have Moderators arrive 20 minutes before the event to prep and do a tech check. All moderators  
 will need to be:

 ○ Made into a Co-Host in order to edit the space and manage the participants. You can find a  
 guide on how to designate co-hosts here.

 ○ Able to access and edit the questions either through on the Google Doc.

 ○ (Optional) Make sure the link to the Google Doc is active on the tablet placed at the center of  
 the table.

Step 2:

 ● Invite participants into the main room. As people come in, welcome them and provide an  
 icebreaker for people to engage with as you wait for all participants to arrive. You can share this  
 verbally and in the chat. 

Step 1: (est. 5 mins)

 ● The Lead Facilitator should welcome everyone and thank them for taking the time to participate in  
 this focus group. Then each person in the room, facilitators and participants, introduces  
 themselves. After personal introductions, the Lead Facilitator should remind everyone why we  
 are here today, share about their organization and the pilot and give a brief outline on how the  
 focus group will be conducted.

Step 2: (est. 5 mins)

 ● The Lead Facilitator should then give instructions on how to do the activity.

 ○ Example Instructions: “On each of the sheets in front of you is a different question or topic  
 that we would like to talk about in-depth with you all today. Think of this as a brainstorm,  
 there are no wrong answers. Share whatever arises from the questions or conversation. The  
 goal here is not consensus either. You may have very different perspectives than other people  
 in this room. That is okay. The way focus groups work is that each of you represents a  
 number of people in our community. You might be the only person in here who feels a  
 certain way, but you represent potentially hundreds of others in our community who feel the  
 same. Your thoughts and experiences are relevant, important, and valuable.”

Step 3: (est. 5 mins)

 ● Ask if anyone has any questions about the process and give time to answer so everyone is  
 feeling comfortable.

Introduction and Instructions 
Total Time Estimate: ~ 15 minutes
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Step 1:

 ● Start by sharing the first (and only the first) question you want to focus on. Read the first question  
 out loud. Ask if anyone has any clarifying questions and answer them. 

Step 2:

 ● Ask each person to take a few minutes to write down their initial thoughts and answers on a piece  
 of paper they have brought to the session. 

Note: this is important, as this gives people an opportunity to share their ideas without any bias 
from others in the room. 

Step 3:

 ● Ask people to share some of their initial thoughts they wrote down about the first question.  

 ○ Make sure to take notes on people’s responses - add them into the word doc that you are  
 sharing on the screen so people can see you summarizing their answers.

Note: Depending on the size of the group, either allow the conversation to flow organically or 
ask participants to raise their hand.

Step 4: (est. 40 mins)

 ● Repeat this process until all questions are answered. The estimated time is based on answering 4  
 additional questions for a total of 5 questions.

 ○ Optional: During this process write down recurring themes or ideas on a new page in the  
 Google Doc.

Note: The total time estimate above is based on having 5 questions for your activity. If your activity 
will include more, add an additional 10 minutes for each question to your total time estimate.

Step 1:

 ● After all the questions have been answered and discussed the Lead Facilitator should ask the group  
 if they noticed any broader themes from the activity. 

 ○ Facilitator has some themes they have seen prepared to help make the conversations flow. 

 ■ Ask questions that get at the why?

 ■ I see xx shows up in several of the topics we covered today. 

 ● Why do you think that is? 

 ● How does this impact you in your own life / work? 

Step 2:

 ● Capture the themes and comments by writing them on a new page of the Google doc. 

Ideation 
Total Time Estimate: ~ 15 minutes

Reflection 
Total Time Estimate: ~ 15 minutes
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Step 1:

 ● Thank everyone for doing this important work together and let them know how their feedback and  
 thoughts are going to be used to inform next steps.

Step 2: 

 ● Confirm that you will deliver $100 to each person as a thank you for their time, either via Venmo,  
 sending a check, etc. 

Closing 
Total Time Estimate: 5 minutes

This is a chance to remind people about any pertinent information about next steps and to thank them for their time. 
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