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              focus group check list site: _______________________________ focus group preparation ___ meeting date & time:____________________

             
                Focus Group Check List
   Site: _______________________________
   FOCUS GROUP PREPARATION
   ___ Meeting date & time:________________________
   ___ Meeting location: ___________________________
   Rental rate: _________
   ___ Seating capacity:____________________________
   ___ Directions distributed:________________________
   Staff or contractors name:__________________
   ___ Translator needed:
   Yes ___ No ___
   Name:_________________________________
   Contacted/confirmed: ____
   Rate: ______
   ___ Site team members notified:
   ___ RPM:______________________________
   ___ Tox: ______________________________
   ___ Hydro: _____________________________
   ___ State:______________________________
   ___ Local officials: _______________________
   ___ Others: ____________________________
   ___ Prepare meeting evaluation forms
   INVITATIONS
   ___ Invite all participants (phone, mail, or both) at least 2 weeks
   in advance
   ___ Record responses
   ___ Verify participants attendance 2 days before meeting
   ___ Send materials to information repositories
   EQUIPMENT
   ___ Cassette recorder/tapes/batteries
   ___ Microphones (stationary & remote)
   ___ Video camera/tape
   ___ 3-Prong electric adaptor (several)
   ROOM ARRANGEMENTS
   ___ Room layout ______________________________
   ___ Room setup
   Who does it? You ___ Them____
   ___ Coffee/tea/soda/snacks setup
   Who donates it? ______
   ___ Point of contact for facility arrangements
   Name: ________________________________ Phone
   #:_______________________________
   ___# of people expected: ________________________
   ___ Someone to record session:
   Yes ___ No___
   ___ Time available _________________
   ___ Set up time:___________________
   ___ Must vacate by time: ____________
   ___ Security (meet prior to & day of)
   ___ Janitorial services
   ___ Restrooms open
   ___ Ventilation
   ___ First aid supplies
   ___ Return room to original condition
   Who does it? You___ Them ___
   ___ Telephone access in case of emergency
   BASIC SUPPLIES
   ___ Name plates/name Tags
   ___ Directional signs
   ___ Evaluation form
   ___ Copies of most recent fact sheets
   ___ 3" x 5" index cards
   ___ Pens/pencils
   ___ Markers
   ___ Easel/flip chart
   ___ Poster paper
   ___ Pad of blank paper
   ___ Masking tape
   ___ Scissors
   ___ Business cards
   ___ Plastic drinking cups ~ pitcher
   ___ 1 yard of strong cord
   MEETING FOLLOW-UP
   ___ Return equipment
   ___ Debriefing among meeting participants
   ___ Respond to requests for information
   ___ Prepare/distribute meeting summary
   ___ Prepare meeting evaluation
   ___ Prepare and distribute recommendations for future sessions
   ___ Add meeting attendees to mailing list
   ___ Send names & phone #s to GPRA contractor
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	EXPOSICIÓN CON APOYO TECNOLÓGICO VARIADO DESCRIPCIÓN EL ESTUDIANTE APRENDE
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