
Focus Group Set-Up 
 
*Arrive early to unlock & set-up (reserve room earlier than start time) 
*Set up table to maximize communication among participants 
*Check AV equipment/computer if you are using them 
*Have tent cards and markers available for names 
*Order pizzas to arrive in plenty of time 
*Bring beverages, plates, napkins, etc. 
 
Focus Group Introduction (an example; tailor to your own needs) 
 
     Welcome to this gathering of [undergraduate students, graduate students, ESL 
students, arts & sciences faculty, etc].  We have come here today to hear what you need 
Dartmouth’s library website to do for you, and what information and services are a high 
priority for you to get to quickly and easily. 
     My name is [Bill Garrity, Biomedical Libraries etc.] and I will be moderating the 
focus group.  Let’s go around the room and introduce ourselves, and it would be helpful 
if everyone would write down his/her first name on the tent cards.  [Introductions around 
the room]   
     I will be asking you a series of general questions, and [Fran, etc.] will be taking notes.  
We will use your comments to help develop a better library website.  All comments will 
remain anonymous and confidential.  Feel free to speak up at any time, but one at a time.  
Feel free to address one another, not just the moderator.  Both positive and negative 
comments are welcomed. 
     The session will go on no longer than one hour, with no break.  If you need to use a 
rest room, they are located [where?].  Please help yourself to pizza and beverages during 
the session. 
     You are representing the [undergraduate students, etc.] at Dartmouth.  Other groups 
who are being queried are undergraduate students, graduate students, ESL student, 
professional school students, faculty from the arts & sciences and the professional 
schools, and student support services at Dartmouth.  We are hoping that the users of the 
Dartmouth College Library website can help shape its content and design, and make it as 
relevant and as usable as possible, especially by our primary library users. 
     We would like you to think about an ideal library web site to suit your needs.  You 
may have examples of features of sites that either do or do not work well for you for 
particular reasons, and will have an opportunity to cite some examples, if you would like. 
But do keep in mind in the broadest way what your individual needs and preferences are, 
whether of not you have concrete examples. 
 
*Questions/Listen/Record   
*Keep track of time 
*Thanks at end  (additional feedback by email) 
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