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Feedback Group Moderator Guide
Name:






Date:







Region: 





Booklet: Power Up in 10
Total number of adults in the group: ______________ (Write in answer)


Number of adults in each age group participating: (Write in answer for each age group) 


18 to 24 ________
    25 to 34 ________
35 to 44 __________ 
 45 to 54 _______   
Number of men and women in group: (Write in answer)

Men _________
 Women _________

Number of adults in each of the following categories: (Write in answer for each category)

1. African-American or Black



2. Asian (includes Filipino)




3. Hawaiian Native or Pacific Islander


4. Hispanic or Latino




5. Native American or Alaska Native


6. White 






7. Other: 







Number of kids in each age group as reported by parent on sign-up sheet:

Under 5 ________
    5 to 8 ________
9 to 12 __________ 
 13 and Older _______   

People show up to Feedback Groups when:
· They know why you invited them.
· You recruited them through existing partnerships.
· You have made some personal contact.
· You placed a reminder phone call or text.
· The group is meeting at a convenient time.
· You have “overbooked” by one or two.
	TELEPHONE LOG

	Name of Organization that gave you participant’s information:
Date and time of Feedback Group:

	Name of Participant
	Phone number
	Date/    Time called
	Confirmed? (Yes/No)
	Notes

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	7. 
	
	
	
	

	8. 
	
	
	
	

	9. 
	
	
	
	


Your Dominant Communication Style:  Moderating a Group 

	The Listener
	The Creator
	The Doer
	The Thinker

	Ensure everyone has a voice. 
Encourage participants to share different opinions.
Use “notable quotations” to keep track of facts vs. judgments.
	Use language like, “okay” and “I see”. Don’t praise answers.
Take good notes during the focus group. 
Encourage participants to talk with each other, not you. 
	Avoid proposing solutions.
Practice tact when moving the discussion forward.
Explain why it is important to hear from all members.
	Avoid focusing too much on taking notes.
Ask dominant group members to let others share.
Uphold the feedback group guidelines.


Dealing with Sticky Situations

	Problem Behavior
	Prevent it…
	If it happens…

	Dominant Talker
	· If you notice it before the session, seat the person next to you.

· Use group guidelines.

· Use nametags.
	· Shift attention to someone else.

· Remind the participant of your guidelines.

· Use humor to ask the participant to let others share.

	Off-Topic Discussion
	· Use group guidelines.

· Tell participants you will keep the group focused.

· Check for understanding.
	· Redirect the conversation.

· Restate the question.

· Remind participants you respect their time and need to keep moving. 

	Passive Participant
	· Use group guidelines.

· Use nametags.

· Do introductions.
	· Engage quiet participants after the first question. 

· Use nonverbal strategies.


Effective Probing Questions

· “What do you mean when you say . . .?”

· “Why do you think . . .?”

· “How did this happen?”

· “How did you feel about . . .?”

· “What happened then?”

· “Can you tell me more?”

· “Please describe what you mean.”

· “I’m not sure I understand X. . . Would you explain that to me?”

· “Is there anything else?”

· “Can you give me an example of X?”

Script for Beginning a Feedback Group

The first few moments in feedback group discussion are critical. The recommended pattern for introducing the group discussion is: (1) Welcome, (2) Overview of the topic (3) Ground rules and (4) First question. Below is an example script for beginning a feedback group. You can read it as it’s written or change it to reflect your style.

Hello and welcome to our feedback group. My name is (your name) and I work with the Network for a Healthy California. I asked (name of partner organization or contact person) to help me with this project. Thank you for taking the time to join our talk around this (poster, brochure, etc.).

Today you will share your thoughts and opinions. We want to know what you think about this piece. There are no right or wrong answers but just different points of view. We asked you to be here because we want to hear your opinion. Please share it even if it is different from others. We are just as interested to hear what you do not like about the (poster, brochure, etc.). I keep my job either way, so please be honest.

We will only use first names today and your names will not be on any of my notes or reports.

I will ask questions and listen. I am not part of the conversation; you should talk to one another. I will ask about five questions and will move the discussion from one question to the next. If one of you is sharing a lot, I may ask you to let others talk. And if you aren’t saying much, I may ask for your opinion. 

To help get the most out of our time, let’s agree to these guidelines:  
Guidelines

1. One speaker at a time

2. Speak to the group, not the person next to you

3. Talk loud enough for everyone at the table to hear you

4. Different opinions are welcome

5. Everyone will get a chance to speak

6. No texting; set cell phones to silent mode and keep them off the table

7. Share respectfully—do not put down other peoples’ opinions

Booklet: Power Up in 10
1. What is the purpose of this booklet about strength training?

	Brief Summary / Key Points
	Notable Quotes

	
	

	Comments/Observations

	


2. Would you say that the directions are easy or hard to follow? PROBE: For what reasons do you say that?
	Brief Summary / Key Points
	Notable Quotes

	
	

	Comments/Observations

	


3. Do the exercises look easy or hard to do? PROBE: Do you think you could do the exercises? Would you be afraid of getting hurt?

	Brief Summary / Key Points
	Notable Quotes

	
	

	Comments/Observations

	


4. Using this booklet, could you lead yourself and others through the exercises? If not, why?
	Brief Summary / Key Points
	Notable Quotes

	
	

	Comments/Observations

	


5. How helpful are the nutrition tips to you?

	Brief Summary / Key Points
	Notable Quotes

	
	

	Comments/Observations

	


6. What do you like about the booklet?

	Brief Summary / Key Points
	Notable Quotes

	
	

	Comments/Observations

	


7. What do you dislike about the booklet?

	Brief Summary / Key Points
	Notable Quotes

	
	

	Comments/Observations

	


8. What would make this booklet better?

	Brief Summary / Key Points
	Notable Quotes

	
	

	Comments/Observations

	


Now I’d like to see a show of hands: (Write in number for each question)

9. Do any of you currently take or have you ever taken a strength training class? 
___________

10. How many of you like this booklet?





___________

11. How many of you think that you would use some of this information? 

___________

12. Field Notes: FOR FEEDBACK GROUP MODERATOR ONLY

Describe the area where you conducted the feedback group. What was the location (daycare center, community center, work break room, etc.)? Was there a table? Were there distractions? Was it a comfortable room? 

Describe the people who took part in the feedback group. Were they parents? Did they come from work? Were they comfortable speaking with one another? 

What else should we know that might help us analyze your notes?
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