[image: image1.jpg]Canadian Association
for the Advancement
of Women and Sport

and Physical Activity





	Name of focus group coordinator:


	_________________________________________________

	Contact telephone number:


	(______) - ________-____________

	Email:


	________________________________________

	Date:


	____________________________

(Month/ Day / Year)


Section A - Basic functions and tasks of the focus group coordinators contracted for the Mothers in Motion research project from the Canadian Association for the Advancement of Women and Sport and Physical Activity (CAAWS) are as follows:

1. Obtain Informed Consent from Research Project participants

The purpose of "informed consent" is to make certain that research subjects are truly volunteers, and that they know what they are getting into before volunteering. 

The process of obtaining informed consent is as follows:

i. Focus group coordinators will discuss the purpose of the research with each potential participant. 
ii. Each participant will be able to ask questions about the research before they have seen the consent form. 
iii. Potential subjects will be determined with the recruitment-screening tool. Potential subjects that meet the focus group/survey criteria will determine a meeting time to review the consent form with the focus group coordinator. 
iv. The focus group coordinator will review the participant information sheet and consent form with each potential participant. The focus group coordinator will ask questions of the subject in order to be sure that the information is understood. 

v. All participants will be required to sign the consent form in order to take part in the focus group and/or complete the Kaiser Physical Activity survey. 

vi. All potential participants will be required to sign the consent before they participate in either the focus group or the Kaiser Physical Activity survey. 
vii. Refer to the MIM Information and Consent Form for Physical Activity Promoters  and the MIM Information and Consent Form for LSES Mothers.

2. Collect Personal Information and Maintain Confidentiality

Focus group coordinators are responsible for ensuring that all data is maintained in accordance with the confidentiality and security promised to the research project participants. The focus group coordinator and facilitators will know participants’ identity and this will be kept confidential at all times. Numeric identifiers will be assigned to all respondents in all focus group/physical activity survey records so that participants’ names are not used in any study documents. The completed Kaiser Physical Activity surveys are to be stored with study documents in a locked file and given to Elizabeth (Beth) Mansfield after completion of the focus group.
3. Choose an appropriate site for the focus group that meets criteria

a. Tender a location rental agreement if required;

4. Provision logistics for focus group/survey participants

a. Food voucher purchases; 

b. Bus/taxi remuneration; 

c. On-site child care.


5. Arrange all the focus group logistics

a. Equipment and supplies for each focus group; 

b. Refreshments for each focus group;

6. Subject recruitment for health professional focus group 

a. 6-8 (minimum) participants for focus group;


7. Subject recruitment for mother’s focus group 

a. 6-8 (minimum) participants for focus group;


8. Subject recruitment for Kaiser Physical Activity survey 

a. 6- 8 (minimum) participants for the physical activity survey;
9. One on one Kaiser Physical Activity survey sessions

a. A minimum of 6-8 completed physical activity surveys
b. To be completed in a telephone based session or in person with the focus group coordinator at a time convenient for the participating mother.

Section B - Background Information on the Research Project

1. Health/physical activity professionals participating in the focus group sessions need to be:

· Women health professionals working within the low socioeconomic status community;

· Willing to participate in a focus group to discuss physical activity; 
· Able to read and comprehend the project pamphlet and consent form in English or French;

· Able to meet at designated time and place for focus group.

2. Provisions for the health /physical activity professionals participating in the focus group sessions:

· Transportation to and from the group session (bus fare/taxi fare) or parking (provide receipts) will be provided; and

· Childcare support for the duration of the session will be provided on site.

3. Mothers participating in the focus group sessions need to be:

· Low socioeconomic status women with at least one child of ≤14 yrs of age still living at home;

· Urban dwelling;

· Not currently limited because of an illness, injury or disability;

· Willing to participate in a focus group conversation in English or French (language pre-determined); 
· Able to read and comprehend the project pamphlet and consent form in English or French.
· Able to meet at designated time and place for focus group.
4. Provisions for the mothers participating in the focus group sessions:

· Transportation to and from the group session (bus fare/taxi fare) or parking (provide receipts) will be provided;

· Child care support for the duration of the session will be provided on site; and

· Each mother will receive a $25 food voucher for use at the local grocery store – to be distributed at the end of the focus group session.

5. Mothers completing the Kaiser Physical Activity Survey need to be:

· Low socioeconomic status women with at least one child of ≤14 yrs of age still living at home;

· Urban dwelling;

· Not currently limited because of an illness, injury or disability;

· Able to read and comprehend the project pamphlet and consent form  in English or French;
· Willing and able to conduct a telephone based or in person interview at designated time with focus group coordinator to complete the physical activity survey.

6. Provisions for the mothers completing the Kaiser Physical Activity Survey:

· Each mother will receive a $10 food voucher for use at the local grocery store (once the survey has been completed).

7. Criteria required for focus group sites:

i. Is the site on a public transportation route? 



( Yes   ( No     

ii. Is parking available free of charge?  




( Yes   ( No     

iii. Is the entrance accessible with a stroller?  (Ramps)?  


( Yes   ( No  

iv. Is the entrance door wide enough to let a double stroller inside?  
( Yes   ( No     

v. Is the area considered safe for walking alone and/or with children? 
( Yes   ( No     

vi. Do you have a meeting room big enough for 12 participants? 

( Yes   ( No

vii. Is a daycare available during the opening of the centre/building?     
( Yes   ( No  
OR   
viii. Do you have a playroom that has the capacity to be used for a daycare area during the focus group for LSES mothers?  





( Yes   ( No 
ix. Do you have access to daycare providers?



( Yes   ( No    
Must answer “YES” to all questions to meet criteria for a focus group site.


Section C - Agreement to Roles and Responsibilities

I, ___________________________________, hereby agree to the roles and responsibilities as outlined in this document.
	Name of focus group coordinator:


	_________________________________________________

	Contact telephone number:


	(______) - ________-____________

	Email:


	________________________________________

	Date:


	____________________________

(Month/ Day / Year)
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