Assessment Toolkit:
A Assessment & Research Focus Group Template

®

Consent Form

Purpose

The [unit or department] at the University of Arizona is conducting a program assessment under the
supervision of [insert responsible party, director, etc.]. You are invited to participate. The purpose of the study is
to examine [insert topic of study]. Specifically, we want to understand [insert some details or research
questions]. We will use this information to [fill in with anticipated uses for findings].

Note: it might be best in certain studies to be somewhat vague or general about these details, so as
not to “lead” participants to socially desirable responses.

Procedures

If you participate in this study, you will be in a group of approximately seven to nine students. There will be a
facilitator who will ask questions and facilitate the discussion, and two note-takers to write down the ideas
expressed within the group. If you volunteer to participate in this focus group, you will be asked some questions
relating to your experience with [insert service, location, experience, etc.]. These questions will help us to better
understand [fill in].

Your participation is voluntary. You may withdraw from this study at any time without penalty.

Benefits and Risks

Your participation may benefit you and other University of Arizona students by helping to [improve student
services, experience, policy, etc.]. No risk greater than those experienced in ordinary conversation are
anticipated.

Note: Insert this if there is any possibility of emotional distress for participants — “However, if something
during the group causes discomfort, you will have received a list of campus resources where you can
seek counseling.”

Everyone will be asked to respect the privacy of the other group members. All participants will be asked not to
disclose anything said within the context of the discussion, but it is important to understand that other people in
the group with you may not keep all information private and confidential.

Confidentiality

Anonymous data from this study will be analyzed by [unit or department] staff and may be reported to
University of Arizona administrators. No individual participant will be identified or linked to the results. Study
records, including this consent form signed by you, may be inspected by the administrators. The results of this
study may be presented to University of Arizona representatives; however, your identity will not be disclosed.
All information obtained in this study will be kept strictly confidential. All materials will be stored in a secure
location within the [unit or department] and access to files will be restricted to paid professional staff.

Consent

By signing this consent form, you are indicating that you fully understand the above information and
agree to participate in this focus group.

Participant's signature:

Printed name:

Date:

If you have any questions or concerns about this study, please contact [insert responsible party and contact
information].



Focus Group Script Example (THINK TANK)

Focus Group Script

Welcome and thank you for being here today. The purpose of this gathering is to get
your feedback about how we can better serve students enrolled in math courses, such
as yourselves, at the THINK TANK. Specifically, we want to understand what works for
you in a successful session and what doesn’t work. Once we understand what works we
will be able to modify our training of the tutors to offer better support. You have a better
understanding of what works than we do. That is why we are talking with you.

Let me introduce myself. | am and | will be the moderator in today’s
discussion. The format we are using is a focus group. A focus group is a conversation
that focuses on specific questions in a safe and confidential environment. | will guide the
conversation by asking questions that each of you can respond to. There are no right or
wrong answers to these questions. Just be honest. If you wish, you can also respond to
each other’'s comments, like you would in an ordinary conversation. It is my job to make
sure that everyone here gets to participate and that we stay on track. is here to
record and summarize your comments.

Before we get started, | want to let you know two things. First, the information we learn
today will be compiled into a final report. That report will include a summary of your
comments and some recommendations. It will be shared with the Director of the THINK
TANK and the THINK TANK staff that trains the tutors. Secondly, you do not have to
answer any questions that you do not feel comfortable with. This focus group today is
anonymous and confidential. “Anonymous” means that we will not be using your names
and you will not be identified as an individual in our report of this project. “Confidential”
means that what we say in this room should not be repeated outside of this room.
Obviously, | cannot control what you do when you leave, but | ask each of you to
respect each other’s privacy and not tell anyone what was said by others here today.
Although we hope everyone here honors this confidentiality, please remember that what
you say here today could be repeated by another focus group member. So please, do
not say anything that you absolutely need to keep private.

As you can see, we will be tape recording this focus group. The recording will only be
used to make sure our notes are correct and will not be heard by anyone outside of this
project.

Let’s begin with introductions.

Q #1. Please share with us your name and something you love to do in your free time.

(Insert remaining questions)

| see our time is up. Thank you so much for sharing this useful information with us. As a
token of our appreciation, please accept this $10 Dining Card.



Focus Group Examples of Questions (THINK TANK)

THINK TANK Focus Group Questions

Opening Question: Please share with us your name and something you love to do in
your free time.

Transition Question: When you think of the THINK TANK, what comes to mind?

Transition Question: Think back to when you first heard about the THINK TANK. What
was your first impression?

Key Question: What do you like most about coming to the THINK TANK for math
tutoring?

Follow up: What did the tutor do that was most helpful for you?
Probing Question (if necessary): Did anyone else have a similar experience?
Follow up: What did the tutor say that was most helpful to you?
Probing Question (if necessary): Does anyone else feel the same way?
Key Question: Were there strategies used by the tutor that you did not find helpful? If
so, what were they?

Probing Question (if necessary): Did anyone else have a similar experience?
Key Question: What study skills have you been able to improve upon as a result of
utilizing the THINK TANK?

Follow up: How have you applied the study skills to another class?

Ending Question: How might the tutor have improved the time you spent working
together?

Ending Question: What advice would you give to the people training the tutors?




