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f. Faculty Participant Profile Sheet
g. Staff Participant Profile Sheet
h. Faculty and Staff Focus Group Protocol
i.

Room Set-Up for Video

Introduction
The Center for Community College Student
Engagement received funding from The Kresge
Foundation to deepen its work on improving
outcomes for men of color in community
colleges. The primary goals of the initiative were
to advance the understanding within the
community college field regarding the assets and
challenges that men of color brought to college
with them; to lift up the student voice as central
to the work; to identify institutional
factors that inhibited or enhanced community
college progress and success for Black males
and Latinos; and to assist community colleges in
serving these groups.

These structured discussions will help the
college better understand students’
experiences, as well as uncover possible
strategies to consider for improvement. They
will provide qualitative information to enhance
other data. To complement the findings from
the focus group discussions, student
participants should be asked to fill out student
profile sheets, which collect demographic and
other information.
In addition to gathering information from
students, it is recommended that the college
also conduct focus groups with both full- and
part-time faculty and staff who serve these
students to learn their perspectives on factors
that support or hinder the success of students.
The qualitative report that the college prepares
based on the findings of the focus groups
should complement its CCSSE, SENSE,
CCFSSE, and CCIS data to provide the college
a more complete picture of student experiences
on campus, specifically male students of color.

The project focused on data from the Center’s
student engagement surveys: the Community
College Survey of Student Engagement
(CCSSE), Survey of Entering Student
Engagement (SENSE), Community College
Faculty Survey of Student Engagement
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Planning Focus
Groups

Faculty and Staff Focus Groups

Preparation and planning for conducting effective
focus groups consists of four key components:
proper scheduling of focus groups; targeted
recruitment of student, faculty, and staff
participants; effective communication with these
participant groups; and attention to the logistics
of each focus group session. The college should
identify a campus employee to serve as the
Focus Group Coordinator.

Step 2: Recruit Focus Group
Participants

Step 1: Schedule Focus Group
Sessions
Identify the number of focus groups you would
like to conduct. The Center suggests a total of
six focus group sessions. This would allow for
the target population, a control group, as well as
for faculty and staff (breakdown is provided in
Step 2). Each focus group session generally
lasts approximately 75–90 minutes. A cushion
time of no less than 30 minutes between
sessions will be necessary so that participants
can comfortably arrive before and leave after
other scheduled groups and have a few minutes
to enjoy the refreshments that have been
provided for them. Additionally, the college
should anticipate a minimum of one hour to set
up the AV equipment before the first focus group
session, if the college chooses to videotape or
audiotape the focus groups.

Student Focus Groups
The scheduling of the student focus group
sessions should reflect the times that are best for
students. In order to attract a representative
cross-section of students, the college may want
to consider conducting one of the student focus
groups in the evening. If the college does not
expect evening registration to yield a different
mix of students from daytime registration, the
focus groups can be scheduled during the day
only.
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The college should also consider conducting
at least one focus group with faculty and staff
who teach or work with the target student
population.

Student Focus Groups
The Center recommends that each focus group
involve no more than seven to ten students.
► Student Participant Specifications
During the initiative, the Center used the
following guidelines in identifying student
focus group participants. The college may
use other criteria; however, this is a
suggested model.

• To the extent possible, students should
reflect the diversity of the college’s
student population by enrollment status
(full-time/less than full-time), major or
program of study, first-generation/not firstgeneration status, and socioeconomic
status (as determined by eligibility for
financial aid or students’ self-reporting
about need for financial assistance).

• Two student focus groups should
comprise solely Black males. One of
these groups should be composed of
students who are on academic probation,
while the other should be composed of
students who have completed 30 or more
credit hours.

• Two student focus groups should comprise
solely Latinos. One of these groups will
comprise students who are on academic
probation, while the other will comprise
students who have completed 30 or more
credit hours.

•

One student focus group should be
composed of White males that have
completed 30 or more credit hours.
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► Student Recruitment
Recruitment should begin at least two to three
weeks in advance of the focus group, based
on the outlined student participant
specifications. A sample Invitation E-mail to
Students is provided in the Appendix section
of this manual. If the college is able to utilize
other technology like posting a message on
the college’s website, texting students, or
using Facebook, these methods have also
proven effective recruitment strategies. One
week prior to the scheduled focus group, the
Focus Group Coordinator should finalize the
participant details in spreadsheet form.

Faculty and Staff Focus Groups
The Center recommends that each focus group
involve no more than seven to ten faculty and
staff.
► Faculty and Staff Participant
Specifications
In considering who to include, the Center
recommends the following participants: fulland part-time faculty, academic advisors,
tutors, financial aid administrators and/or
frontline staff, men of color/diversity staff,
and academic and workforce staff.
► Faculty and Staff Recruitment
The Focus Group Coordinator should invite
both faculty and staff to participate several
weeks prior to the scheduled focus group. As
with student participants, one week prior to
the scheduled focus group, the Focus Group
Coordinator should finalize the participant
details in spreadsheet form.
The Focus Group Coordinator should prepare a
spreadsheet for each focus group containing the
following information.
Student Participant Details: name, e-mail
address, phone number, and major
Faculty Participant Details: name, e-mail address,
phone number, course(s) taught, and
employment status (full-time/ part-time)
Staff Participant Details: name, e-mail address,
phone number, title, and department
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Step 3: Communicate With Focus
Group Participants
Communicating With Students
Following up with students in focus groups to
encourage participation is the most important thing
to do in order to ensure students feel a
commitment to the focus group and show up for
scheduled focus groups. The Focus Group
Coordinator will be responsible for communicating
with recruited students prior to each focus group.
Prior to the focus group, the Coordinator should

• send an e-mail and/or make a phone call to
each participant following the initial
recruitment and one week before the focus
group;

• have the college president’s office e-mail or
phone each participant prior to the focus
group, thanking them for agreeing to
participate, emphasizing the purpose of the
focus group and its importance in helping
the college provide the best experience and
support for students; and

• call or text each student that agreed to
participate the day before the focus group,
reminding him or her of the session,
providing directions to the location, and
confirming attendance.

Communicating With Faculty and Staff
The Focus Group Coordinator is responsible for
communicating with recruited faculty and staff prior
to each focus group.
Prior to the focus group, the Coordinator should

• send an e-mail and/or make a phone call to
each participant following the initial
recruitment and one week before the focus
group;

• have the college president’s office e-mail or
phone each participant prior to the focus
group, thanking them for agreeing to
participate, emphasizing the purpose of the
focus group and its importance in helping the
college provide the best experience and
support for students; and
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• call each faculty and staff member who
agreed to participate the day before the focus
group, reminding him or her of the session,
providing directions to the location, and
confirming attendance.

Step 4: Focus Group Logistics
The Focus Group Coordinator is responsible for
the following logistical arrangements:

• arrange for and set up the meeting room as
outlined in the Room Set-Up for Video
diagram;

Finally, the Coordinator is responsible for
facilitating the six focus group sessions. During
each session, the Coordinator will follow the
outline below (see protocols in the Appendix):
1.
2.
3.
4.

Meeting overview
Consent forms
Participant introductions
Questionnaires (e.g., demographics
forms/survey items, etc.)
5. Discussion
6. Summary
7. Thanks (and stipends, if used as
incentives)

• provide refreshments/snacks that will be
attractive to participants and reflect genuine
hospitality and appreciation (e.g., boxed
lunches, pizza and soft drinks,
brownies/cookies and soft drinks, etc.); and

• be available throughout each focus group
session to make sure everything is in place,
and to text and/or make phone calls to
participants as necessary.
The Center traditionally videotapes all focus
groups for research and reports, and to share
with its stakeholders. The institution will need to
decide if this something it wants to do. If so, the
Focus Group Coordinator will oversee this.

Additional Coordinator
Responsibilities:
The Focus Group Coordinator is responsible for
providing and/or arranging the following: all
technical equipment, including the digital audio
tape recorder, video camera, table
microphone(s), and boom microphone(s);
participant name cards; and all necessary
participant materials, including consent forms,
pens, and profile sheets. The Focus Group
Coordinator will also identify a note-taker and will
provide the note-taker with necessary materials.
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Appendix
The Appendix that follows contains materials to
assist the Focus Group Coordinator in scheduling
focus groups, recruiting participants,
communicating with participants, and preparing
focus group logistics.
These templates were designed to help
Coordinators facilitate the focus groups and may
be modified to best meet the needs of the
institution.
a.
b.
c.
d.
e.
f.
g.
h.
i.

Invitation E-mail to Students
Student Consent Form
Student Participant Profile Sheet
Student Focus Group Protocol
Faculty and Staff Consent Form
Faculty Participant Profile Sheet
Staff Participant Profile Sheet
Faculty and Staff Focus Group Protocol
Room Set-Up for Video

Men of Color Focus Group Manual
Page 4 of 4

a. Invitation E-mail to Students

Invitation E-mail to Students
[Tailor e-mail to meet your student target population.]
To: [Student e-mail address]
Cc: [If applicable]
Subject: Student Focus Group Discussion at [Name of Institution]
Dear [Student Name]:
Your success as a student at [Name of Institution] is very important to us. We know that many
students face significant challenges in their efforts to achieve their educational goals. Therefore,
our faculty and staff are very interested in learning what we can do to help students stay
enrolled in school and have a successful and satisfying experience.
To help us determine what programs and services the college already has in place that are
particularly helpful to you, and also to help us identify ways to improve programs and services,
we need to hear from you. To learn about your experiences at [Name of Institution] and hear
your opinions, we invite you to participate in a 90-minute videotaped group discussion with up to
nine other students. As a token of our appreciation, you will receive [insert amount or type of
stipend].
Details on the group discussion are as follows.
Date:
Time:
Place:
Directions:
Refreshments will be provided!
Since we are talking with a limited number of students, the success and quality of our
discussion will depend on the full participation of the students who attend. Please contact
[Name] at [phone number] or [e-mail address] to confirm your attendance.
We look forward to seeing you on [date].

Sincerely,
[Focus Group Coordinator Name]
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