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MATERIALS FOR RECRUITMENT




Sample Student Permission Slip


After students have completed the contact information cards discussed in the previous section, researchers call their parents to invite the student to the focus group.  The permission slip below is mailed to the parents of each student who has agreed to participate in a focus group.  Parents complete and sign the permission slips, and students bring the permission slips with them to the focus group.

	Permission Slip
Thank you for agreeing to allow your child to participate in the discussion group on after-school activity preferences being conducted on behalf of [ORGANIZATION] with the cooperation of the local school system.  
The discussion group your child has agreed to participate in will be held on DATE at TIME in LOCATION.  
Please sign below to give your permission for your child to attend the discussion group.  We must receive this signed slip in order for you child to participate in the group.  You can mail it in the attached envelope, or fax it to FAXNUMBER.
I am the parent or guardian of _____________________, and I give permission for him/her to attend the discussion group being sponsored by [ORGANIZATION].  
Signature:________________________
Date:______________________
Print name: _________________________
Print child’s name: _______________________


Sample Survey Notification and Withdrawal Form

Dear Parent or Guardian,

Your child is being asked to participate in an important survey regarding the kinds of programs and activities students would like available after school in [NAME OF CITY].  Participation is completely voluntary.  Please read this form for information about the survey, and for instructions on how to withdraw your child.  If you do not want your child to complete the survey, you must notify [CONTACT].

Topic of Research.  The survey gathers information regarding how students spend their after-school time, and their attitudes toward and preferences regarding after-school programs and activities.  The purpose of the survey is to help the city develop programs that meet the needs of students.  

It is Voluntary.  Your child does not have to take the survey.  Students who participate only have to answer the questions they want to answer and they may stop taking it at any time.

It is Anonymous.  No names or identifying information will be recorded or attached to the forms or data.  The results will be made available for analysis only under strict confidentiality controls.

Administration.  The survey will be administered on [DATE] during your child’s homeroom period.  It will take approximately ten to fifteen minutes to complete.

Potential Risks.  There are no known risks of physical or psychological harm to your child.  

Direct Benefit.  The results of the survey will help the city develop programs that meet the needs of students such as your child.  By asking about students’ preferences and attitudes regarding after-school programs, the city hopes to develop programs kids will enjoy.

For Further Information.  The survey was developed by [CONTACT].  If you have any questions about this survey, or about your rights, call [CONTACT].

IF YOU DO NOT WANT YOUR CHILD TO PARTICIPATE, YOU MAY CONTACT:

[INSERT CONTACT INFORMATION:  NAME, ADDRESS, TELEPHONE, EMAIL]

Withdrawal Form

By returning this form, I do not give permission for my child to participate in this survey.

(Please Print)  My Child’s Name is: ______________________    Grade:  ___________

Teacher’s Name or Class Subject:  ___________________________________________

Signature:  ___________________________________________  Date:  ____________

Sample Contact Information Card 


Below, you will find a sample of a permission slip we have used to generate telephone numbers for OST focus group research at the community level.  With this method of recruitment, researchers obtain permission to enter a school’s lunchroom.  There, they speak with students about the focus groups.  If students are interested in participating, they complete a card (see below) providing information about their characteristics and contact information for their parents.  Students leave the cards with the researchers.  Researchers then call the parents using the contact information provided to invite the student to the focus group.

	Student’s information:

	

	Name:  _____________________________

	

	Gender (circle one):  Male 

Female

	

	Grade (circle one):      6      7      8

	

	Race/ethnicity (check one)

	

	_____African-American or Black

	

	_____Asian or Asian-American

	

	_____Hispanic or Latino

	

	_____White

	

	_____Other

	

	Parent or Guardian’s Information:

	

	Name:  _____________________________

	

	Phone number:  _________________________

	

	Language speaks at home (check one):

	

	
_____English

	
_____Spanish

	
_____Other

	


On the next page, we provide a layout that includes four contact sheets on a single page, which will make it easier to print contact information cards in bulk.
	Student’s information:

Name:  _____________________________

Gender (circle one):  Male 

Female

Grade (circle one):      6      7      8

Race/ethnicity (check one)

 FORMCHECKBOX 
  African-American / Black

 FORMCHECKBOX 
  Hispanic/Latino

 FORMCHECKBOX 
  Asian / Asian-American

 FORMCHECKBOX 
  White
 FORMCHECKBOX 
  Other
Parent or Guardian’s Information:

Name:  _____________________________

Phone number:  _________________________

Language speaks at home (check one):

 FORMCHECKBOX 
  English   FORMCHECKBOX 
  Spanish   FORMCHECKBOX 
  Other


	Student’s information:

Name:  _____________________________

Gender (circle one):  Male 

Female

Grade (circle one):      6      7      8

Race/ethnicity (check one)

 FORMCHECKBOX 
  African-American / Black

 FORMCHECKBOX 
  Hispanic/Latino

 FORMCHECKBOX 
  Asian / Asian-American

 FORMCHECKBOX 
  White
 FORMCHECKBOX 
  Other
Parent or Guardian’s Information:

Name:  _____________________________

Phone number:  _________________________

Language speaks at home (check one):

 FORMCHECKBOX 
  English   FORMCHECKBOX 
  Spanish   FORMCHECKBOX 
  Other



	Student’s information:

Name:  _____________________________

Gender (circle one):  Male 

Female

Grade (circle one):      6      7      8

Race/ethnicity (check one)

 FORMCHECKBOX 
  African-American / Black

 FORMCHECKBOX 
  Hispanic/Latino

 FORMCHECKBOX 
  Asian / Asian-American

 FORMCHECKBOX 
  White
 FORMCHECKBOX 
  Other
Parent or Guardian’s Information:

Name:  _____________________________

Phone number:  _________________________

Language speaks at home (check one):

 FORMCHECKBOX 
  English   FORMCHECKBOX 
  Spanish   FORMCHECKBOX 
  Other


	Student’s information:

Name:  _____________________________

Gender (circle one):  Male 

Female

Grade (circle one):      6      7      8

Race/ethnicity (check one)

 FORMCHECKBOX 
  African-American / Black

 FORMCHECKBOX 
  Hispanic/Latino

 FORMCHECKBOX 
  Asian / Asian-American

 FORMCHECKBOX 
  White
 FORMCHECKBOX 
  Other
Parent or Guardian’s Information:

Name:  _____________________________

Phone number:  _________________________

Language speaks at home (check one):

 FORMCHECKBOX 
  English   FORMCHECKBOX 
  Spanish   FORMCHECKBOX 
  Other




Sample Focus Group Screener


The prototype screener included here was used for focus groups with parents of middle school students in Providence, Rhode Island, as part of this city’s OST planning process.  We are including most of the original text as an example; please modify this screener as needed for your community’s research needs.

RECRUITMENT GOALS:

2 Groups with parents of students in grades 6 through 8:

· Must be fluent in English (judge this during interview – there is no screening question for it)

· Cannot work in advertising, market research or for an organization that provides recreational or educational activities for children or teens

· Cannot have participated in a focus group (on any topic) in the past 6 months
· Speak with parent most involved in coordinating child’s after-school activities
· No more than half of recruits should have children who regularly participate in formal after-school activities.  Regular participation is two or more times per week (including weekends)
· No more than half of recruits should have household income over $30,000 
· Mix of grade of child

· Mix of ethnicity/country of origin

· Recruit 12 for each group

[INTRODUCTION]

Hello, my name is __________ and I am with ________________.  I am not trying to sell you anything.  We are conducting a study on after-school activity preferences on behalf of ________________, with the assistance of the local school system.  Participation in this study is voluntary.  We are inviting parents or guardians of students in grades 6, 7, or 8 to participate in a paid discussion group we are holding.  Is there a student in the home in grade 6, 7, or 8?  May I speak with his or her parent or guardian?  

First of all…
1. Are you the parent or guardian most involved in coordinating your child’s after-school activities?

Yes 
(  ) ( GO TO QUESTION 3
No

(  ) ( CONTINUE

2. May I speak with the parent or guardian most involved in coordinating your child’s after-school activities?  [WHEN YOU HAVE THAT PARENT/GUARDIAN ON PHONE]  Hello, my name is __________ and I am with ________________.  We are conducting a study on after-school activity preferences on behalf of [ORGANIZATION], with the assistance of the local school system.  Participation in this study is voluntary.  We are inviting parents or guardians of students in grades 6, 7, or 8 to participate in a paid discussion group we are holding.  I’d like to ask you a few questions to see if you are eligible for the group.  First…
3. Do you or does an immediate family member work in market research, in advertising, or for an organization that provides recreational or educational activities for children or teens?

Yes 
(  ) (THANK AND END INTERVIEW
No

(  ) (CONTINUE

4. Have you personally participated in a focus group on any topic in the past 6 months?

Yes

(  ) (THANK AND END INTERVIEW

No

(  ) (CONTINUE

5. What grade is your child in?

6th grade

(  ) ( CONTINUE

7th grade

(  ) ( CONTINUE

8th grade

(  ) ( CONTINUE

Other

(  ) ( THANK AND END CALL
Minimum of 3 students from each grade level.

6. Does your child regularly participate in formal after-school programs, such as sports, clubs, or educational activities?


Yes

(  ) ( CONTINUE

No

(  ) ( CONTINUE
No more than half of recruits should have children who regularly participate in after-school activities.  Two or more times per week (including weekends) is considered regular.

6. Are you…

African 



(  ) ( 
CONTINUE

African American (non-Latino)
(  ) ( 
CONTINUE

Asian



(  ) ( 
CONTINUE

Hispanic/Latino


(  ) ( 
ASK COUNTRY OF ORIGIN & CONTINUE 








_______________________________ 

White (non-Latino)


(  ) ( 
CONTINUE

Other race not mentioned

(  ) ( 
CONTINUE
Mix of ethnicity.  Minimum of 3 Hispanic/Latino, 

Minimum of 2 African or African American (non-Latino) and 2 White (non-Latino).

8. To ensure that we have a mix of people in the group, can you tell me whether your annual household income is:

Less than $30,000

(  ) ( CONTINUE
$30,000 or more

(  ) ( CONTINUE
No more than half of recruits should have annual household income of $30,000 or more.

9. [INTERVIEWER RECORD GENDER OF PARENT]

 
Male

(  ) ( CONTINUE

Female

(  ) ( CONTINUE

10. We are conducting a group discussion on after-school activity preferences at [LOCATION] at [TIME] on [DATE].  The group will last about an hour and a half to two hours.  We will be serving you some light food and drinks, and for your time and effort, we’d like to offer you $[HONORARIUM AMOUNT].  Will you be able to take part in this group?   


Yes


(  ) ( CONTINUE


No/not interested
(  ) ( THANK AND END INTERVIEW  
11. To confirm, you will attend the discussion group at [LOCATION] at [TIME] on [DATE].  Thank you for agreeing to participate.  Please plan to arrive at least 15 minutes prior to the group to get settled and have some refreshments.  You will be paid $[HONORARIUM AMOUNT] for your participation.  In addition, anyone who arrives at least 10 minutes prior to the scheduled group time will have their name entered into a drawing to win an additional $[HONORARIUM AMOUNT], also paid out the night of the group.  Your chances of winning this additional money are 1 in 12 or better, so please plan to arrive early.
12. We are holding a spot for you at the discussion group.  If for any reason you need to cancel, please call_____________ and ask for__________.  If you can’t come to the group we ask that you do NOT find someone to come in your place because we need to speak to all participants in advance.  Please note we only have a limited amount of seating for those specifically invited to participate in the discussion group.  Please do not bring friends because we do not have room to accommodate them.  We will send you a letter confirming the date and time and including directions to the group.  Also, we’ll call a day or two before the group to remind you about it.  
RECORD INFORMATION BELOW:

ATTENDEE’S NAME:______________________________________________
PHONE: ________________________________________________________

ADDRESS: _____________________________________________________

INTERVIEWER INITIALS: __________________________________________
Sample Call Sheet

	[RESEARCH PROJECT]



	Telephone number: (      ) _____- ______
	Call sheet number: __________________

	Contact attempts:
	Date
	Time
	Disposition code
	Interviewer ID

	1
	___/___
	___:___
	______________
	______________

	2
	___/___
	___:___
	______________
	______________

	3
	___/___
	___:___
	______________
	______________

	4
	___/___
	___:___
	______________
	______________

	5
	___/___
	___:___
	______________
	______________

	6
	___/___
	___:___
	______________
	______________

	NOTES

	1. _____________________________________________________________________

	2. _____________________________________________________________________

	3. _____________________________________________________________________

	4. _____________________________________________________________________

	5. _____________________________________________________________________

	6. _____________________________________________________________________



Sample Quota Tracking Sheet

Use this tracking sheet to manage quotas during focus group recruitment.  The quota information provided on this page is for the purposes of example only; please change this to reflect the quotas you will be using for your research project.

	Quota Tracking Sheet



	Name of group:  [NAME OF GROUP HERE]

Date and Time of Group:  [DATE AND TIME]

Quota Information:  [EXAMPLE OF QUOTAS BELOW]

· Recruit a mix of men and women, with a minimum of four members of either gender.
· Recruit a mix of parents with children in grades six through eight, with a minimum of three from each category.
· Recruit six participants with total household incomes under $30,000 and six participants with income over $30,0000.


	Name of Recruited Participant
	Gender
	Grade of Child
	Income Level

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Sample Confirmation Letter

Thank you for agreeing to participate in our after-school activities discussion group.

We are looking forward to seeing you at the discussion group on [DAY OF THE WEEK], [MONTH, DAY] at [TIME] at [LOCATION].  As we mentioned when inviting you to the group, the purpose of the group is for you to share your opinions about after-school activity preferences.  Most people who attend such discussion groups enjoy them and appreciate the opportunity to express their opinions.

Attached are directions and a map showing the location of [LOCATION; e.g., The Green Hills Hotel].

Please call if you have any questions about the location or the discussion group.  The discussion will last approximately an hour and a half to two hours, and will begin promptly at [TIME].  A light meal/refreshments will be served, so you should arrive fifteen minutes early to get settled before the discussion begins.  As we mentioned when we invited you, we will be giving you $[AMOUNT OF HONORARIUM] at the meeting to express our appreciation for your time.

Please come alone, as anyone coming with you will not be able to attend the discussion.  We ask that your friends and family not attend because you were randomly selected, and we want to make sure that our sample is representative of a variety of [PARTICIPANT TYPE].  If you will be unable to attend, I would greatly appreciate it if you could call me at [TELEPHONE NUMBER] right away so that we can find a replacement.  

Thanks again for your help, and enjoy the discussion!

Sincerely,

[NAME]

[TITLE]

[ORGANIZATION]

	
MATERIALS FOR HOSTS




Sample Focus Group Sign-Out Sheet

Remember to label each sign-out sheet with the time and date for easy identification.  

I understand and agree that all ideas which I may suggest/have suggested during this discussion, and any and all embodiments thereof, shall without any additional compensation become the sole property of [ORGANIZATION NAME], to be freely used, made, sold, or otherwise dealt with by it, or its clients, as it or they may see fit.   I will keep confidential all information discussed during this group/session.  I am being compensated $[HONORARIUM AMOUNT] for my participation.

NAME
(print)




SIGNATURE

	
MATERIALS FOR MODERATORS




Sample Moderator Guide:  Focus Groups with Parents

	PURPOSE AND GROUND RULES (5 minutes)



Hello, my name is __________, and I want to welcome you here, and thank you for coming.  As we told you when we invited you to this group, we are going to be talking about what kinds of things you’d like your middle school aged children to be able to do in their out-of-school time.

Before we get started, there are some ground rules that will help the discussion to go more smoothly.

-
First, if you have a cell phone or beeper, I’d appreciate it if you could turn it off or onto vibrate.

· You’ll notice there is a one-way mirror behind me.  That is so the people who are interested in providing better services for families can hear what you have to say.  The reason they are in there and not in here is so they don’t influence what you say.  If they were in here, and you said something they liked, they might smile, and if you said something they were unsure of, they might frown.  So we keep them locked in the back room where they can’t get into trouble.

· I also want you to know that we are [audio and/or videotaping] the discussion.  We’re doing that for two reasons.  First, because we are taping, I can concentrate on listening to you, rather than spending my time taking a lot of notes.  Also, by taping, people who are interested in the discussion who aren’t here can have a record of it.

· I also want to encourage everyone to speak openly.  There are no right or wrong answers to the things we will be discussing.  We are only holding a small number of these groups, so even if you are the only person in the group who has a specific opinion, it’s important that we hear from you.  There are probably thousands of people who have that opinion, too, so if you don’t speak up, we’ll never hear about it.

· It’s also really important that only one person talk at a time.  Sometimes, it’s tempting to start a side conversation with the person next to you, but if you’ve ever listened to a tape of a group, it’s impossible to understand anything when more than one person is speaking.

· Finally, my role is to moderate the group.  I am not an expert on the topics we are discussing, and I don’t have specific opinions on the things we’ll be talking about.  My job is to ask you questions, listen to you, and make sure we stay on the topic.

	INTRODUCTIONS (10 minutes)



Ask people to introduce themselves.  Be sure to include the number and ages of their children, and what grades their middle school-aged children are in.
	CURRENT OST ACTIVITIES (20 minutes)



[MODERATOR:  REMEMBER TO VERBALIZE FOR THE AUDIOTAPE IF PARTICIPANTS ARE NODDING OR NONVERBALLY INDICATING AGREEMENT ON A TOPIC]

1. My first questions are about how your middle school children spend their time after school.  What kinds of things do they usually do?  


2. About how many days per week does your middle school child spend time after school participating in formal, organized activities or programs, as opposed to informal activities like hanging out or doing homework at home?  [GET HAND COUNTS]

3. How involved are you in deciding what your middle school children are doing after school?  In what situations are you more likely to get involved?  

4. How interested are you in having your middle school children spend after-school time in organized activities?  What makes you interested?  What makes you not interested?

5. How satisfied are you with the things your middle school children are doing after school?  What could make it better for you?  Are there other things you would rather they were doing?  What would you rather they were doing?

6. Are there things your middle school children were doing after school in the past that you wish they were still doing?  What types of things?  What makes you wish they were still doing them?  [IF NEEDED, PROBE FOR:  LAST YEAR? THE YEAR BEFORE?]

7. What do you feel are the benefits to having your child involved in structured after-school programs?

[OPTIONAL:  INCLUDE OTHER QUESTIONS ABOUT CURRENT OST ACTIVITIES HERE.  IF YOU ADD A NEW QUESTION, DELETE AN EXISTING QUESTION SO THAT YOUR MODERATOR GUIDE STAYS AT A REASONABLE LENGTH.]
	BARRIERS TO PARTICIPATION (15 minutes)



8. Sometimes there are things that you’d like your middle school children to do after school, but they can’t for one reason or another.  What might be some reasons your middle school children might not be able to participate in organized activities that you are interested in them being a part of?  [PROBE FOR ANY NOT NAMED, REMEMBER TO VERBALIZE AGREEMENT FOR THE AUDIOTAPE]  

· Not aware of any programs you or your middle school children are interested in

· You or your middle school children don’t like the adults or kids in the program

· Family responsibilities

· Need for part-time work

· Transportation

· Cost

· Feeling uncomfortable or unwelcome

· Language or cultural reasons

· Problems with safety (going to and from programs, program locations, other kids, workers)

[OPTIONAL:  INCLUDE OTHER QUESTIONS ABOUT BARRIERS HERE.  IF YOU ADD A NEW QUESTION, DELETE AN EXISTING QUESTION SO THAT YOUR MODERATOR GUIDE STAYS AT A REASONABLE LENGTH.]
	INTEREST IN SPECIFIC TYPES OF ORGANIZED ACTIVITIES (5 minutes)




9. Next, I’d like you to think about the kinds of activities you would be most interested in for your middle school children if they were going to participate in an organized activity after school.  What would you most like them to be involved with?  

[OPTIONAL:  INCLUDE OTHER QUESTIONS ABOUT INTEREST IN ORGANIZED ACTIVITIES HERE.  PLEASE NOTE THE EXERCISE ON THE NEXT PAGE DEVOTED TO INTEREST IN SPECIFIC ACTIVITIES.]
	PREFERRED ORGANIZED ACTIVITIES (25 minutes)



10. We’re going to review some different types of activities your middle school child might be interested in participating in.  I am going to hand out several cards that each have a different activity written on them.  [MODERATOR:  HAND OUT THE CARDS AND REVIEW EACH ONE, GIVING EXAMPLES BELOW]
· leadership development (e.g. doing community service or peer counseling)

· career exploration (e.g. learning a skill like carpentry or doing an internship)

· any type of sports activity

· performing arts (e.g., theatre, dance, music)

· arts and culture (e.g., photography, video or radio production, writing)

· experiential learning activities (learning writing by making a comic book, fun science activities)

· help with homework or tutoring

· having a supervised, safe place to hang out with other kids their age

What I want you to do is to put each card into one of two piles.  The pile on your right should be those activities you are interested in having your child participate in, and the pile on your left should be the activities you are not interested in having your child participate in.  This is important:  you must have two piles—you can’t put all of them in the like or the dislike pile—at least one has to be in each pile.

[WAIT UNTIL EVERYONE HAS SORTED THE CARDS INTO PILES]

Next, I’d like you to look at the activities on your right—the ones you are interested in for your child.  I’d like you to put a Y in the upper right hand corner of each one, and then pick out the one you are most interested in for your middle school child and put a number 1 on it, and take your second favorite and put the number 2 on it.  
Now, I’d like you to do the same thing to the activities on your left.  Put an N in the upper right hand corner of each one, and then pick out the one you are least interested in for your middle school child, and put an L for least interested on it.

How many of you rated [ACTIVITY 1] as your number one?  [ASK ABOUT EACH ACTIVITY AND PICK OUT THE TWO WITH THE HIGHEST NUMBER OF VOTES]

Now I’d like to talk about the two types of activities that got the highest number of first place votes.

[READ FIRST ACTIVITY OUT LOUD]

· What about this activity do you like?  
· What makes that type of activity better than the others?

· What do you dislike about it?
[REPEAT QUESTIONS FOR SECOND ACTIVITY]

	PREFERENCES FOR PROGRAM LOCATION AND ORGANIZATION (10 minutes)




There are several options for where the types of activities we’ve been discussing could be located and who they could be run by.

11. First, the types of after-school programs we’ve been talking about could be run by your child’s school or they could be run by an outside organization.  The organization that is running the program does not determine where the activities are located.  For example, the program could be run by your child’s school, but it wouldn’t necessarily mean it was located at your child’s school.   Based on that information, what would be your preference for who should be running after-school programs for your middle school child—your child’s school or an outside organization?  What are your reasons for your preference? 



12. Would you like organized activities for your middle school children to be offered in your neighborhood or in a neighborhood near where they go to school?  [GET HAND COUNTS FOR EACH] What are your reasons for preferring that location?  

13. Would you like organized activities for your middle school children to be offered at their school or at an off-school location?  Remember, the location of the program won’t determine who runs it.  A program at the school could be run by an outside organization, for example.  [GET HAND COUNTS FOR EACH] What are your reasons for preferring that location?  [IF PREFERS OFF-SCHOOL SITE]  Where would you like them to go?
[PROBE FOR ANY NOT NAMED]

· Public housing developments

· Department of Parks and Recreation centers

· Churches

· Sites of existing programs like Boys and Girls Clubs or YMCAs

· Charter schools

[OPTIONAL:  INCLUDE OTHER QUESTIONS ABOUT LOCATION AND ORGANIZATION HERE.  IF YOU ADD A NEW QUESTION, DELETE AN EXISTING QUESTION SO THAT YOUR MODERATOR GUIDE STAYS AT A REASONABLE LENGTH.]

	WRAP UP (5 minutes)




14. This is your chance to have an impact on the activities that are offered for middle school children in your community.  What else would you like to say about organized activities for middle school children—what you’d like, where you’d like them, how they should be offered, anything?

Sample Moderator Guide:  Focus Groups with Students

	PURPOSE AND GROUND RULES (5 minutes)



Hello, my name is __________, and I want to welcome you here, and thank you for coming.  As we told you when we invited you to this group, we are going to be talking about what kinds of things you’d like to be able to do in your out-of-school time.

Before we get started, there are some ground rules that will help the discussion to go more smoothly.

-
First, if you have a cell phone or beeper, I’d appreciate it if you could turn it off or onto vibrate.

· You’ll notice there is a one-way mirror behind me.  That is so the people who are interested in providing better services for families can hear what you have to say.  The reason they are in there and not in here is so they don’t influence what you say.  If they were in here, and you said something they liked, they might smile, and if you said something they were unsure of, they might frown.  So we keep them locked in the back room where they can’t get into trouble.

· I also want you to know that we are [audio and/or videotaping] the discussion.  We’re doing that for two reasons.  First, because we are taping, I can concentrate on listening to you, rather than spending my time taking a lot of notes.  Also, by taping, people who are interested in the discussion who aren’t here can have a record of it.

· I also want to encourage everyone to speak openly.  There are no right or wrong answers to the things we will be discussing.  We are only holding a small number of these groups, so even if you are the only person in the group who has a specific opinion, it’s important that we hear from you.  There are probably thousands of people who have that opinion, too, so if you don’t speak up, we’ll never hear about it.

· It’s also really important that only one person talk at a time.  Sometimes, it’s tempting to start a side conversation with the person next to you, but if you’ve ever listened to a tape of a group, it’s impossible to understand anything when more than one person is speaking.

· Finally, my role is to moderate the group.  I am not an expert on the topics we are discussing, and I don’t have specific opinions on the things we’ll be talking about.  My job is to ask you questions, listen to you, and make sure we stay on the topic.

	INTRODUCTIONS (10 minutes)



Ask people to introduce themselves.  Be sure to include what grade they are in, and how many brothers and sisters they have and their ages.
	CURRENT OST ACTIVITIES (20 minutes)



[MODERATOR:  REMEMBER TO VERBALIZE FOR THE AUDIOTAPE IF PARTICIPANTS ARE NODDING OR NONVERBALLY INDICATING AGREEMENT ON A TOPIC]

1. My first questions are about how you spend your time after school.  What kinds of things do you usually do?  


2. About how many days per week do you spend time after school in organized activities or programs, as opposed to informal activities like hanging out or doing homework at home?  [GET HAND COUNTS]
3. How involved are your parents in deciding what you do after school?  Are there situations in which they’re more likely to get involved?  

4. How interested are you in spending after-school time in organized activities?  What makes you interested?  What makes you not interested?

5. How satisfied are you with the things you are doing after school?  What could make it better for you?  Are there other things you would rather be doing?  What would you rather be doing?

6. Are there things you were doing after school in the past that you wish you were still doing?  What types of things?  What makes you wish you were still doing them?  [IF NEEDED, PROBE FOR LAST YEAR? THE YEAR BEFORE?]

7. Do you think being involved in structured activities after school helps you in any ways?  [IF YES:  In what way do you feel it helps you?  IF NO:  What are the major reasons you don’t think being involved in structured activities after school helps you?]

[OPTIONAL:  INCLUDE OTHER QUESTIONS ABOUT CURRENT OST ACTIVITIES HERE.  IF YOU ADD A NEW QUESTION, DELETE AN EXISTING QUESTION SO THAT YOUR MODERATOR GUIDE STAYS AT A REASONABLE LENGTH.]
	BARRIERS TO PARTICIPATION (15 minutes)



8. Sometimes there are things that you’d like to do after school, but can’t for one reason or another.  What might be some reasons you might not be able to participate in organized activities that you are interested in being a part of?  [PROBE FOR ANY NOT NAMED, REMEMBER TO VERBALIZE AGREEMENT FOR THE AUDIOTAPE:]  

· Not aware of any programs you are interested in

· You don’t like the adults or kids in the program

· Family responsibilities

· Need for part-time work

· Transportation

· Cost

· Feeling uncomfortable or unwelcome

· Language or cultural reasons

· Problems with safety (going to and from programs, program locations, other kids, workers)

[OPTIONAL:  INCLUDE OTHER QUESTIONS ABOUT BARRIERS HERE.  IF YOU ADD A NEW QUESTION, DELETE AN EXISTING QUESTION SO THAT YOUR MODERATOR GUIDE STAYS AT A REASONABLE LENGTH.]
	INTEREST IN SPECIFIC TYPES OF ORGANIZED ACTIVITIES (5 minutes)




9. Next, I’d like you to think about the kinds of activities you would most be interested in if you were going to be in an organized activity after school.  What would you most like to be involved with?
[OPTIONAL:  INCLUDE OTHER QUESTIONS ABOUT INTEREST IN ORGANIZED ACTIVITIES HERE.  PLEASE NOTE THE EXERCISE ON THE NEXT PAGE DEVOTED TO INTEREST IN SPECIFIC ACTIVITIES.]
	PREFERRED ORGANIZED ACTIVITIES (25 minutes)



10. We’re going to review some different types of activities you might be interested in participating in.  I am going to hand out several cards that each have a different activity written on them.  [MODERATOR:  HAND OUT THE CARDS AND REVIEW EACH ONE, GIVING EXAMPLES BELOW]
· leadership development (e.g. doing community service or peer counseling)

· career exploration (e.g. learning a skill like carpentry or doing an internship)

· any type of sports activity

· performing arts (e.g., theatre, dance, music)

· arts and culture (e.g., photography, video or radio production, writing)

· experiential learning activities (e.g., learning writing by making a comic book, fun science activities)

· help with homework or tutoring

· having a supervised, safe place to hang out with other kids your age

What I want you to do is to put each card into one of two piles.  The pile on your right should be those activities you are interested in participating in, and the pile on your left should be the activities you are not interested in participating in.  This is important:  you must have two piles—you can’t put all of them in the like or the dislike pile—at least one has to be in each pile.

[WAIT UNTIL EVERYONE HAS SORTED THE CARDS INTO PILES]

Next, I’d like you to look at the activities on your right—the ones you are interested in.  I’d like you to put a Y in the upper right hand corner of each one, and then pick out the one you are most interested in and put a number 1 on it, and take your second favorite and put the number 2 on it.  
Now, I’d like you to do the same thing to the activities on your left.  Put an N in the upper right hand corner of each one, and then pick out the one you are least interested in, and put an L for least interested on it.

How many of you rated [ACTIVITY 1] as your number one?  [ASK ABOUT EACH ACTIVITY AND PICK OUT THE TWO WITH THE HIGHEST NUMBER OF VOTES]

Now I’d like to talk about the two types of activities that got the highest number of first place votes.

[READ FIRST ACTIVITY OUT LOUD]

· What about this activity do you like?  
· What makes that type of activity better than the others?

· What do you dislike about it?
[REPEAT QUESTIONS FOR SECOND ACTIVITY]

	PREFERENCES FOR PROGRAM LOCATION AND ORGANIZATION (10 minutes)




There are several options for where the types of activities we’ve been discussing could be located and who they could be run by.

11. First, the types of after-school programs we’ve been talking about could be run by your school or they could be run by an outside organization.  The organization that is running the program does not determine where the activities are located.  For example, the program could be run by your school, but it wouldn’t necessarily mean it was located at your school.   Based on that information, what would be your preference for who should be running after-school programs—your school or an outside organization?  What are your reasons for your preference? 



12. Would you like organized activities to be offered in your neighborhood or in a neighborhood near where you go to school?  [GET HAND COUNTS FOR EACH] What are your reasons for preferring that location?  

13. Would you like organized activities to be offered at your school or at an off-school location?  Remember, the location of the program won’t determine who runs it.  A program at the school could be run by an outside organization, for example.  [GET HAND COUNTS FOR EACH] What are your reasons for preferring that location?  [IF PREFERS OFF-SCHOOL SITE]  Where would you like to go?
[PROBE FOR ANY NOT NAMED]

· Public housing developments

· Department of Parks and Recreation centers

· Churches

· Sites of existing programs like Boys and Girls Clubs or YMCAs

· Charter schools

[OPTIONAL:  INCLUDE OTHER QUESTIONS ABOUT LOCATION AND ORGANIZATION HERE.  IF YOU ADD A NEW QUESTION, DELETE AN EXISTING QUESTION SO THAT YOUR MODERATOR GUIDE STAYS AT A REASONABLE LENGTH.]

	WRAP UP (5 minutes)




14. This is your chance to have an impact on the activities that are offered for kids in your community.  What else would you like to say about organized activities for kids your age —what you’d like, where you’d like them, how they should be offered, anything?

	
MATERIALS FOR ANALYSIS




Sample Organizational Structure for Written Report

This organizational structure is based on the parents’ version of the prototype moderate guide included in this manual.  You can use this as a guide for organizing your written report, adding and deleting questions as needed.  Note that questions do not appear in the order they were asked during the focus groups.  This structure follows a “sequence of events” strategy:  you must make a decision about what activities to participate in before you can participate in an activity, and you must participate in an activity before you can determine how satisfied you are with the activity.  

This structure may vary depending on the findings of your focus groups.  For example, we have included the question, “How involved are you in deciding what your middle school children are doing after school?” under decision-making.  If, for example, parents say that they need to be very involved in determining how their children spend their time after school because children themselves have a strong resistance to participating in any activities, you may decide it is more appropriate to include these findings in the section about barriers to participation.

children are very reluctant to participate in new activities, however, you may want to analyze this as one of the barriers to participating in OST activities.

DECISION-MAKING ABOUT OST ACTIVITIES
How involved are you in deciding what your middle school children are doing after school?  In what situations are you more likely to get involved?

ATTITUDES TOWARD ORGANIZED ACTIVITIES

How interested are you in having your middle school children spend after-school time in organized activities?  What makes you interested?  What makes you not interested?

What do you feel are the benefits to having your child involved in structured after-school programs?
PARTICIPATION IN AND SATISFACTION WITH OST ACTIVITIES
My first questions are about how your middle school children spend their time after school.  What kinds of things do they usually do?  

About how many days per week does your middle school child spend time after school participating in formal, organized activities or programs, as opposed to informal activities like hanging out or doing homework at home?

Are there things your middle school children were doing after school in the past that you wish they were still doing?  What types of things?  What makes you wish they were still doing them?

How satisfied are you with the things your middle school children are doing after school?  What could make it better for you?  Are there other things you would rather they were doing?  What would you rather they were doing?

BARRIERS TO PARTICIPATION IN OST ACTIVITIES
Sometimes there are things that you’d like your middle school children to do after school, but they can’t for one reason or another.  What might be some reasons your middle school children might not be able to participate in organized activities that you are interested in them being a part of?  

INTEREST IN SPECIFIC TYPES OF ORGANIZED ACTIVITIES
Next, I’d like you to think about the kinds of activities you would be most interested in for your middle school children if they were going to participate in an organized activity after school.  What would you most like them to be involved with?

CARD EXERCISE.  We’re going to review some different types of activities your middle school child might be interested in participating in.  I am going to hand out several cards that each have a different activity written on them.  . . . 

· What about this activity do you like?  
· What makes that type of activity better than the others?

· What do you dislike about it?
PREFERENCES FOR PROGRAM LOCATION AND ORGANIZATION

… what would be your preference for who should be running after-school programs for your middle school child—your child’s school or an outside organization?  What are your reasons for your preference?

Would you like organized activities for your middle school children to be offered in your neighborhood or in a neighborhood near where they go to school?  [GET HAND COUNTS FOR EACH] What are your reasons for preferring that location?  

Would you like organized activities for your middle school children to be offered at their school or at an off-school location?  
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