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Community Group Discussion - Enumerator Training
 
	 
Objective:
 
	Enumerators feel comfortable facilitating a community group discussion where participants feel comfortable sharing, and note takers record the conversation effectively.

	 
Key Points:
 
	1. The goal of the monitoring is to learn if the cash is helping beneficiaries meet basic needs and being distributed responsibly
2. Participants understand sampling process
3. Participants understand the meaning of each question
4. Facilitators are able to easily translate each question
5. Note takers are able to record conversation quickly and accurately
6. Facilitators are able to conduct conversations, ensuring input from all
7. Participants give feedback on questions

	Assessment:
	Facilitators will conduct a short CGD with the group, and note takers will successfully record the conversation.


 
Session I: Introduction, Sampling, and Review of Questions 
Introductions (10 min)
· Facilitators welcome the group, introduce themselves
· Ask each participant to introduce themselves, possibly talk about prior experience working as enumerators, etc.
· Review agenda for the day 
Introduce goals for the day (5 min)
· Participants understand project goals
· Participants understand sampling process
· Explain two roles - Facilitators understand how to conduct an FGD, notetakers understand how to accurately take notes on the conversation
· Explain that most of the session will be spent in practice to make sure everyone understands how to perform the FGDs confidently
Project description/goals (10 min) 
· The goal is to create tools to better understand how cash is helping, or not helping, a community meet basic needs
· Explain relevant project specifics so enumerators have understanding of project they are monitoring
· Our job is to help them monitor how it is going and what the community thinks about it
· A big part of our job is making sure we are asking the right questions, so we welcome your feedback on the questions
· General guidelines on delivering FGDs
· An FGD is trying to understand the perspectives of the community.
· No fewer than 6, no more than 10 participants. 8 is ideal.
· All female groups and all male groups, preferably around the same age
· 45 -90 minutes, depending on group
· Goal is free-flowing discussion, an environment where everyone feels comfortable to share
Sampling strategy (5 mins) 
· Explain specific sampling strategy
CGD Questions (30 min)
· Key components from introduction - completely voluntary, will not affect assistance (good or bad), and information is confidential
· Go through question by question, work through translations 

BREAK (5 min)

Session II: Roles and First Practice
Note taker and facilitator roles (15 min)
· Divide into two groups; ratio should be two note takers for every facilitator if possible (ask group if they have any desire to be one or the other)
· Two staff members will work with each group separately to train on note taking or facilitating (15 min)
· Note takers training talking points:
· We will depend entirely on your notes as the record of this FGD, so this role is extremely important. 
· Goal is for someone reading your notes to understand what happened in the conversation, the mood of the room, and the major ideas that were presented.
· You may think that you don’t need to write something down now because you will remember it later, but memory fades quickly so it is always best to write it down as it is happening.
· We will have two note takers for each session. Note takers do not take part in the conversation.
· Start each FGD by labeling the pages of your note taking document.
· Do not write down the names of who said what. If it is relevant, you can add in describing factors, such as if many younger people seem to agree on something you can note it down. Or if IDPs seem to differ on something from host communities, you can also note this down.
· Be sure to flag if the same person says something over and over so that it doesn’t appear that more people agree with that statement.
· Important types of information to take down:[footnoteRef:1]  [1:  Source: http://www.eiu.edu/ihec/Krueger-FocusGroupInterviews.pdf.] 

· Quotes - these are well-said sentences or phrases that illustrate important points. Please put quotation marks around exact quotes.
· Non-verbal cues from participants - head nodding, laughter, discomfort, pauses
· Note when the facilitator asks follow up questions
· Note when the participants seem confused about a question
· Key themes and points for each question - don’t get lost in trying to write down exact quotes and miss the overall picture
· You can also note if something happens that would change the dynamic of the group, such as men walking over to listen in on an all-female discussion
· If you have other thoughts such as a key question that was missed, feel free to write this down and note it as your own thought so it doesn’t get confused later
· You do not have to write in completely full sentences, but your notes must be understood by people other than you after the fact. So, for example, if someone is talking about how she feels unsafe walking home from getting her cash because of the increased violence in the area, do not just write down “unsafe.” In this case you could write down, “feels unsafe walking home, increased violence in area.” 
· Any questions?

· Facilitators
· Listen actively and with empathy. Goal is to create a welcoming environment where people feel free to talk and share their perspectives on the program.
· Challenging role - must be able to think and listen at the same time
· The leader's job is to elicit opinion, and not judge it. All opinions should be respected. 
· Please keep your personal views out of the FGD
· Idea for trainer - call on a participant, and ask what they had for breakfast and respond with "that's disgusting." Then repeat, but with a disgusted look instead of a verbal response. Have participants identify why this is damaging.
· Because the moderator holds a position of authority, s/he must remain neutral, refraining from nodding/raising eyebrows, agreeing/disagreeing, or praising/denigrating any comment made. Do not use phrases such as “good point” or “excellent.”
· It is important not to ask leading questions or give the impression you are looking for specific answers. For example, “It really seems like people in the community are spending cash on bad things, right?” Try to avoid yes or no questions if possible. Instead, ask people to describe. So, “please describe what people in the community are spending their money on.”
· In order to ask questions in a neutral way, start with the main question and listen for its answer. Then, inquire about the answer and ask follow up questions. Ask probing questions if you need to clarify or get more information. If necessary, prompt by giving examples.
· It will be your role to manage the dynamics in the group to create an environment where everyone feels safe to share. Some tips:
· If there was intense discussion, you can always try to make sure you understood what was saying by rephrasing what you think you understood from the group, and asking if this is correct. Lots of arguing over each other - “What I think I hear you saying is…?
· If someone is being unclear, you can ask follow up questions such as “can you talk about that more?” “help me understand what you mean” and “can you give an example?” Such as, “I think people are spending cash on bad stuff;” the facilitator could say “what do you mean by ‘the bad stuff’?
· It is your job to make sure everyone’s voice can be heard. Strategies for difficult participants:
· Self-appointed experts: “Thank you. What do other people think?” 
· The dominator: “Let’s have some other comments.” 
· The rambler: Look at your watch; jump in at their inhale. 
· The shy participant: Make eye contact; ask if they have anything to add; smile at them. 
· The participant who talks very quietly: Ask them to repeat their response more loudly. 

Session wrap-up (as one group) (5 min)
· Facilitators and note takers need to work together. During the FGD, if the note taker did not catch something or if the conversation is moving too quickly, feel free to tell the facilitator. And conversely, if the facilitator feels like the conversation is confusing or too fast, please try to help out the note taker by asking the group clarifying questions. At the end of the session, meet briefly to go over any questions anyone had.
· Before the break, ask for 1 facilitator and 2 note taker volunteers. Meet with them during the break to explain what you want them to do, which is to model running a FGD.
 
First Practice (30 min)
· Model the FGD with volunteers: Three volunteers lead the others in a FGD. One is the facilitator and two are the note takers. They lead the first half of the focus group.  Ask the group, including participants and observers, to give feedback. Also look through the notes for feedback.
· Did it seem like everyone felt comfortable in the conversation? Did the facilitator do a good job of getting everyone to speak without anyone dominating the conversation? 
· What should have been included in the notes? What non-verbal things did you include in the notes? What was difficult about taking notes?

BREAK (5 min)

Session III: Second Practice and Wrap Up 

Second Practice (40 min)
· Have the second group of volunteers conduct the FGD for questions for the second half. Ask for feedback.
· Discuss what questions work well, or what questions need to be revised.

Wrap up (10 min)
· Directions for first day of CGDs (where to meet, time, etc.)
· Questions/wrap-up/thank you (5 min)

