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Use a  
Skilled Moderator 

A neutral, experienced 
facilitator helps participants 

feel at ease, encourages 
honest discussion, and  

keeps the group on  
track without leading 

responses.
Translate  
Insights  

Into Action
Gathering input is only the 
beginning. Apply what you  
learn to shape messaging,  

visuals, and outreach  
strategies that resonate  
with your audience—and  

reflect their voice.

2 Respect  
Lived Experience 

Participants are the experts of 
their own journeys. Prioritize 

their perspectives and let their 
stories guide the conversation. 

Authentic input is more 
valuable than  
surface-level  
responses.

Ask,  
Then Listen  

(Really Listen) 
Build in time for reflection. 
Use open-ended questions 

and follow-up prompts 
to explore motivations, 

hesitations, and ideas in 
greater depth.
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BTA FOCUS GROUP 
PREP CHECKLIST

At BTA, we’ve facilitated dozens of research 
sessions that turn participant feedback into 
purposeful outreach. Whether you’re planning your 
first focus group or refining your approach, this 
checklist and set of guiding principles will help you 
lay the groundwork for meaningful conversations 
that lead to actionable results.

Ready to turn insights into action? 
Here’s what to prep before you press record.

■  �DEFINE YOUR OBJECTIVES 
What are you trying to learn—and why does it matter?

■  �SELECT A DIVERSE GROUP OF PARTICIPANTS 
Ensure a mix of perspectives that reflect your target audience.

■  �CRAFT CONVERSATIONAL, OPEN-ENDED QUESTIONS 
Avoid jargon. Keep questions clear, inviting, and purpose-driven.

■  �OFFER AN INCLUSIVE, OPEN ENVIRONMENT 
Whether virtual or in-person, create a space that feels safe, inclusive,  
and free from distractions.

■  �PLAN FOR INCENTIVES AND FOLLOW-UP 
Respect participants’ time—offer a token of appreciation and let them  
know how their input will be used.

ESSENTIALS FOR INSIGHTFUL FOCUS GROUPS
What BTA has learned from turning conversations into campaigns

Start With  
a Clear Purpose 

Know exactly what you’re 
trying to learn—and how 
you’ll use the insights. A 

well-defined objective keeps 
the discussion focused and 

ensures the results  
are actionable.
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